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Self-discovery is core of revolutionary training technique 
AMA conference opens the door to top management opportunity 
Four input methods are available for using computer service centers 
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The new Smith-Corona 400 at Knol! Associate 
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1. Push-Button ribbon control, ex- 
clusive on the 400, selects carbon or 


fabric ribbon at the touch of a finger. 


2. Automatic paper Injector guaran- 
tees quick, in-and-out handling of every 
page and per 


3. Push-Button Copymatic impression 


contro! automatically assures you of 
perfect originals and crisper carbons. 


LOCK 


CxPAND 


4. Push-Button word control corrects 


errors instantly, automatically provides 
normal, half and expand spacing. 


5. Push-Button ON-OFF switch lights 
up when the power is on. No fumbling 
under the keyboard for hidden switches. 


New Smith-Corona 400 brings 
Push-Button Typing to your office! 


EASY-TO-USE PUSH-BUTTONS con- 
trol every one of the features on the 
fast, quiet, new Smith-Corona 400 
Electric. What's more, the gently curved 
keyboard is contoured to fit the typist’s 
fingers... assuring the easiest typing 
your office staff has ever enjoyed. 
Result? Faster, more efficient work with 
less effort than ever before possible. 

Inside, the 400 is engineered for 


durability and designed to stand up 
under nine-to-five operation. It is the 
world’s most advanced electric type- 
writer. Result? A dependable electric 
that will produce letters and statements 
your firm will be proud to mail. 

Call your Smith-Corona representa- 
tive for a demonstration of the new 
400 Electric. Or just write on your 
letterhead to the address at the right. 


The mplete olorful, in- 

native guide to typewriters, 
»mpiled by Smith-Corona to 
give you all the facts you need 
vefore you buy. For a free 

py, call your Smith-Corona 
representative or write Smith- 
Corona, 410 Park Ave., New 
York 22,N.¥. No obligation, 


t course 


FREE 64-PAGE "BUYERS’ DIGEST OF TYPEWRITER FACTS” 


fs/c/ SMITH -CORONA 


DIVISION OF SMITH-CORONA MARCHANT INC. 
3 (Circle No. 46 on Reader Inquiry Card) 


i Se y a Bereta ts)! tee 2a ae ‘ef oS ee ee a ; ian ee a nina Ete » 
{ as : ve) ] Gh aa 2) Dal ; ’ wk i\siae dl ON SaaS Wye ! x aE OR +, “ean ae a 
mel 
aT ha ss 
~ ‘ bd . q . : 4 4 is | bal | rg ve oe efi 
ei hlh.).)DhlUlU 2 ' 
: ; ' we = ae 6 er ae 
. ; ; & Hes ; —- : 
} 4 4 o = ha. : e 
: ae ££ &£ : A hill sy 
ms 3 ae B 4 4 pea Ee ae ss an 3 
| a, -_-_> h: 
: . @ : = eo ' 1 ke A 
; a 2 A * ia tie et 
N _ : '_ = ‘ a4 s i - - 
: 4 -_- ¢ & es B a ; j : % ‘ ¢§ = P 
i 3 ie & Bey F P oe: 1) Oe — oe: 
‘ es a od ) Se med | t & 
g 3 . 3} oe a i be. —_— mest ee e f % i a f “ i f Tx 
i ap oe 7% 3 _, Sa ee ae 4 ess 
? mk y iS 4; th. 4 "ee we : pees ae mn - Of i, £4 i | 5 
; i 4 Te A —— 8 ~~ ‘a : ‘ 4 & oo we P 
, i ; ae BF + eae Se ‘ oe & ; 7 vy L 
¥ at a oS - a, ' oS 3 -# ia : ‘ Bint oe ‘ me < j ii r : 
ud , gE ae caeer a an 3 
ip — * a ew ie 2 - “See a 
P ‘ ‘ae df a! j mya oS 7 va | J re ‘ = e Z | a i sy & ; | i i 
iy rie 3 Noi sie ey | ‘SRe am Sl Eee Bi : se 8 § 
Re. “ preted Baer » Weare the. pe Bord bi ate Fi: 1 . jor £ pada 
: | a 2 ee La 4. ee % 
; oe ¥ - rr me _ -—_ | Oh he ‘aa fe Copy ng Bs 
EE Pa ee 62 So i nn | an 
3 aif Pgs o . at asia ao ' +o 
{ ee * ; rea mt . f PO a 
* | — en 4 ye 4 ai. A | at. RE TUR | 
: se _ \ ih — 0; s , . : 
. pees] és : i il ce ‘| - > 
: i ii "i 
: h < =. i ! BBD ovr» conone 2 ' a : smier Z 3 SHIFT Rt 
He eo - ' 3 2 = } a \ j 
f 1 wave 4 
' (a 4 ae —— am 4 SPace —— : { | 
{ i ee a i | | | | 
\ | . “. eE- eee ee A » is ES 
} M * | ¥ . ’ oe, ‘we - > Fe. 4 o * r 
NBR ae ee ee gz 
sy ‘ Be R : = ] Z : 
‘ > gee i ™ t ‘eo. oe a Ph | ¢ : 
ee oe ‘ 
: ~ E e. ae : 
i : 
; fe, Re a i 8 wpe eee es a i 
7 ‘3 27 
| > 
; a 
1 ive Hay" “3 
; Bu " 
ie el ; 
Digest of i 
Typewrit- ; 
er Facts | 
aici Foo tee : 
oh eC é 
5 m ke ly 
aes g = % k 
Ap rie # i eh tl | CS eeage 7s onl eee ee ae ; t ae ; pe a hae Ep ar mnie ee r 
be oie eee cok cn a ¢ =e peal: ieee a pee of Peed Be ; 
1 } Dae. | Sater piss since Se —— ae «(eh aes i ee | ae 


New and vastly improved 
Bell services like these 
can boost profits for you! 


An experienced telephone 
man like this will tell you 
all about them any time! 


You're looking at just a few of the many 
new and improved communications 
products the Bell System has available 
today. They are the result of never- 
ending research and development aimed 
at improving operating efficiency and 
profits for businesses like yours. 

They didn’t just happen. They were 
tailored to business needs . . . in Purchas- 


ean TB 


He’s a Bell Telephone Communications 
Consultant, uniquely qualified to help 
you. He’s an analyst, a methods expert, 
a man trained and experienced in the 
application of communications to busi- 
ness needs. 

Have a talk with this man. He'll bring 
you up-to-date on the newest Bell System 


= 


Be 


ing, Production, Administration, Sales, 
Warehousing, Traffic, Shipping and Ac- 
counting operations. 

They can help you reduce time- 
consuming detail, spark sales, improve 
service to customers, lower operating 
costs, and increase profits. Nowhere 
will you find better, faster internal or 
external communications services. 
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‘ 
a, 
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communications. He'll appraise your 
daily operations, the layout of your 
premises, and your present communica- 
tions...to determine if and how new 
facilities can better serve you. 

Just call your telephone business office 
and ask for a Communications Consult- 
ant. He will visit you at your convenience. 


BELL TELEPHONE SYSTEM 
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{@ CUTTING COSTS IS OUR BUSINESS 


t For every individual on a weekly payroll, employee data must be 
¥ written an average of 240 times a year on all kinds of forms and 
records. Actual surveys reveal that at least 67% of this writing is 


Pj ' h repetitive! 
} ic u re Ow Addressograph Methods automate this burdensome, costly pay- 


roll writing job for you. Just record alphabetic and figure data for 
ae S ith” | k each employee on a low-cost Addressograph plate. Then process 
i oe mi oo Ss any check, form or record on an Addressoggaph machine .. . 
; speedily, accurately, automatically . . . using all or any 

portion of the data. — 


‘ to your payroll Let us demonstrate how Addressograph Methods [pf 


cut costs of payroll record writing. Contact your 1] 


d t t nearby Addressograph office, or write Addressograph- | 
epa r men Multigraph Corporation, Cleveland 17, Ohio. 


Addressagraph-Multigraph 
SERVING SMALL BUSINESS + BIG BUSINESS « EVERY BUSINESS 
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Lever House, which in 1952 was 
the forerunner of the glass en- 
cased skyscraper office buildings 
that have proliferated along New 
York's upper Park Avenue, is 
seen in the foreground of this 
month’s cover. Lights glitter at 
4:50 p.m. as clerical workers pre- 
pare for the dash to the subways. 
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Self-discovery is core 
of new training technique 


T-group approach puts group in ambiguous situation, 
lets it fend for itself with minimum of guidance 
By Robert M. Smith 13 


AMA conference opens the door 
to top management opportunity 


Vice presidency of administration is within office manager’s reach 22 


Four input methods are available 
for using computer service centers 


Many factors determine best method for any small company 
By John A. Brown 32 


Perils of the office worker 


Needless hazards endanger employees in “non-hazardous” jobs 
By Alfred L. Dowden 


Automation in the office 


IBM announces 1410 computer. U. S. Post Office initiates 
automated mail handling techniques a4 


Visible files speed airplane repairs 


Continental Airlines saves money, improves preventive maintenance §O 


Tools of the office series 


Books for executive reading 
By Mary D. Lyons 54 


Office design 


Executive office accessories 
By John M. Sine 


The cold, gray dawn of November 9 
(Editorial) 84 


Chatrman of the Board: M. A. Geyer; President: Donald McAllister; Sensor Vice President: 
John M. Smythe; Vice-Presidents; Arthur P. Hibbard, James E. Neary, Jr., Fred G. Steinhilber 
Robert M Smith; Controller: Arthur M. Spence. BRANCH OFFICE : BOSTON (16): 419 
Boylston St. (Rm. 701), Kenmore 6-7333, Charles G. Kretschmar; CHICAGO (1): 228 LN. La 
Saile St., State 2-2911. Arthur Hutchison, David Hanley, Robert J. Smythe; LOS ANGELES 
(5): 740 S. Western Ave., Dunkirk 7-6149. Chris Dunkie & Associates, J. R. lander (Editorial 
Representative); SAN FRANCISCO (11): 420 Market St., Sutter 1-8854, Chris Dunkle & 
Associates. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico and Cuba. 
Other countries, $9 a year. Single copies 45c; Trends and Forecast Issue $1. Copa signe 1960 by 
Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher of Geyer's Dealer Topics, Who 
Makes It and Where, and The Gift and Art Buyer. Please give 60 days’ notification of any change 
of your address. Re-entered as second class matter June 29, 1953, at the Post Office at New York, 
N. Y., under Act of March 3, 1879. 


5 


ae * i a ul ve a # ; a “a 5 if ‘s Pe aa Cay hf ' a - gine bir x, _ ) % . f 
re bug Wek co a mo! apn aa Be . Fen ' re BS a. 4 sat ie, e, aay ie : : i BS 2h 
SPO, Bes a a ine i BW ae Ph. ae ao } ‘ | ye an 5 ead Ag hs 
’ 
a : 
= ) | 
- i 
U 
f 
| 
) BY 
i : 
ee | 
; Fi 
p eC | 
| — a “ &F 
; . oe . | 
| oe ‘3 eN ee f+ 
T= Sones . 
yall NES 
; ere p. t= Baloo Se : 
er eR 
= 1? shame = Ry 
- . bi SS | 
-—s = > 
i | a co =) 
; aes =) ae vs a - ae <i “ | 
q ee 
| 
as 
: | i 
ia oo : j ce . ici ae Care age fa eI amma @¢ So . gee ac a at 
, ak, ses er OF ycccieadls tes oe ‘aes 22 ef Te Pella v Pie oe 


{ 
“1 
i : Coming Events 
} 


Fourth Annual International Vis- 
ual Communications Congress, Chi- 
cago, December 3-6. 


Sponsor: Society of Reproduction 
Engineers and Association of 
Professional Draftsmen. 


Place: Hotel Sherman. 


NAM 65th Annual Congress, New 
York, December 7-9. 

Sponsor: National Association of 
Manufacturers. 


Place: Waldorf-Astoria. 


Eastern Joint Computer Coxjer- 


ence, New York, December 13-15. 
\ Place: Hotel New Yorker and the 
tr Manhattan Center. 
; 
Ke “a AMA Seminar, “Smaller Office 
; ae me eT, et Operations,” New York, January 
” faite bad geese 11-13. 
ne a Sponsor: American Management 
, ee Association. 
SQ EFFICIENT { Pompe 
; 5 
ve | | 
; _.. AMA Seminar, “Data Processing 
. _ Installations,” New York, January 
‘ | 18-20. 
Start saving up to 10% right now with — for all platen feed typewriters. 5 — ‘ M 
Ever Ready’s new pin-feed automatic ‘“Automatabels” are pressure sensitive | * ponsor: fees anagement 
labels. These amazingly inexpensive and will adhere to almost anything. | Association. 
x ‘Automatabels” have refashioned auto- Their adhesive provides a smooth- | Place: Hotel Astor. 
matic labeling and proved a consider- _as-glass surface when applied to tabu- 
able savings for banks, insurance firms, lator cards, assuring perfect operation. 
schools, government agencies and vir- Ever Ready’s 50 years of label experi- Northeastern Michigan Business 
tually every type of business. In three ence guarantees the finest quality at Machine and Equipment Show, Al- 
sizes, thrifty “Automatabels” will op- quantity prices. Send coupon below pena, February 8-10. 
le erate smoothly and effectively in every today for more detailed information | . . tie £ = of 
business machine with a pin-feed platen on “Automatabels” and Ever Ready’s | ° pail ee oe — = 
H or tractor feed, and in addition, are Label Idea Kit. “Automatabels” come Accountants, Northeastern Mich. 
| used extensively in convenient roll form _ in roll form and fanfolded packs. _ Place: New Masonic Temple. 
i r RT bird 2 RR RN Ra seaEe Et FOE oe 
t | eVEeER READY ASR OS A. | 
| | oe Cincinnati Office & Busin 
354 Cortlandt Street ¢ Belleville ee a 
| , me 9, New Jersey Equipment Show, Cincinnati, Feb- 
leaders in label printing for almost half a century. | | ruary 21-23. 
| Gentlemen: : 1 | Sponsor: Cincinnati businessmen. 
| [] Please send me detailed information regarding ‘‘Automatabels.”’ | ai 
| ie ‘i | Place: Hotel Sheraton Gibson. 
; [_] Please send me actual samples of your ‘‘Automatabels. | 
j | [_] Please send me Ever Ready's Label Idea Kit. | 
4 eS eRe eH ee Le NE ah is testa chaaiaeenk eee ! | AMA Seminar, “Profit Center,” 
% ! New York, February 15-17. 
Ree udtses saaleees RNR Ee) ek Ne Ee ee | | tend 
Fe | | | Sponsor: American Management 
| UME POD a 0.6. 0:6.0:0 6 '6:5.66.0:5:500040666400 06 e5d SEO CET EO REESCE CE CC CORE ORE RE Association. 
nv, ily BEE 56 cereccunecaveenes eoccescees oaeees ee ceccescoccccecccosee . 
Bice anrtonestisouananteesenne ie io einen oeonanoaroeme eee SE 
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Tape on an Inventory! 


Convincing way to substantiate facts with clearly printed proof 


Only a Remington Rand “99” can print a tape like this! It reads from top to 
bottom as easily as the final inventory sheet based on it . . . date, department, 
catalogue numbers, total! A tape anyone can understand—today or next year 
— no matter how complicated the problem. Why? Because the “99's” exclusive 
Control Key eliminates confusing figures .. . actually makes operation simpler. 
For complete information call your nearest Remington Rand Office or write Room 
120-OM, Remington Rand, 315 Park Avenue South, New York 10, N. Y. 


Memington tara 
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..can help you 


ViSirecord Systems Specialists have 
the know-how to analyze your 
record-keeping set-up. Their 
experience and the facilities avail- 
able to them will enable them to 
provide you with a time and 
money-saving system. Write to 
Dept. OM-6 for case histories on 
above and any other applications. 


here’s 
how 
VIsIrecord 


split-second record location 


--- at 

ARMA Division 
American Bosch 
Arma Corp. 


lets one clerk contro! 
20,000 items... 


With the V/SIrecord system, one 
clerk can tell in seconds where and 
by whom one of 20,000 laboratory 
and test instruments is being used 
and when the item is due back for 
re-certification. Scanning all 20,000 
records takes only about an hour. 


INSTRUMENTS, INC. 
Apparatus Division 


saved 3500 man hours per year 
following up purchase orders 

The V/SIrecord system helped 
lighten the routine load on buyers, 
reduced the possibility of overlook- 
ing delivery dates, virtually elimi- 
nated the possibility of a delivery 
entering the plant without being 
inspected and recorded. 


---at 
STROMBERG-CARLSON 
Division of 

General Dynamics 


four personnel department 
employees’ time 


And, all personnel facts, figures and 
statistics on more than 8,000 em- 
ployees in plants and offices across 
the country are available instantly. 


The world’s fastest visible record keeping system 


ae 


VISI record, Inc. 


375 PARK AVENUE, NEW YORK 22, NEW YORK 


Office purchasing offers 
greates cost reduction 


The buying of office equipment, 
stationery supplies, and printing 
allows more opportunity for value 
analysis and cost reduction than 
any other area of business, Harold 
McDonald of Detroit Edison Co. 
told a conference of standardization 
experts here. 

The three-day conference was 
sponsored by the American Stand- 
ards Association. Mr. McDonald 
spoke at a session arranged by the 
National Association of Purchasing 
Agents. 

Mr. McDonald used his own com- 
pany’s office equipment and sup- 
plies division to illustrate three 
instances of important cost reduc- 
tion: 

1. On a three-ring binder a sav- 
ing of $1,100 a year was made by 
changing the covering from canvas 
to plastic. 

2. More than $2,500 a year was 
saved by reducing the total weight 
of multi-wall fly ash bags from a 
two-ply 50 pound and one-ply 60 
pound kraft, to a two-ply 50 pound 
and one-ply 40 pound. 

3. On one order, $936 was saved 
by changing from imitation leather 
to plastic on vehicle card holders. 


Value analysis is for all 


Value analysis, he continued, re- 
quires good judgment and depends 
on the knowledge and experience 
of the buyer, the user, and the sup- 
plier for proper application and the 
best return in terms of value. 

Mr. McDonald also dealt with 
the application of value analysis in 
the area of forms and printing. He 
pointed out that the selection of the 
appropriate grade, kind, and weight 
of paper for a form can result in 
considerable savings. The use of 
standard sizes permits combination 
printing runs, and in many cases it 
is possible to eliminate duplicate 
forms and operations by active co- 
ordination and control. 

He concluded by saying that 
value analysis is available to every- 
one and that it is only necessary to 
put it to work to make the mate- 
rials or services utilized cost no 
more than they are worth. 

The conference was held Oct. 25- 
27 in New York’s Sheraton Atlantic 
Hotel. 
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Every department of your business 


benefits from xerographic copying 


In every department of your business, 
xerographic copying can save office time 
and overhead by cutting costly paperwork, 
and speeding distribution of information. 
No matter what your copying problem, 
there is a xerographic copying machine 
designed to fit your needs... available at 
modest monthly rentals. 


For general office copying XeroX® 914 
Copier copies anything 
written, typed, printed, 
or drawn—onto ordinary 
paper, your letterhead, 
or card stock. There’s 
no waste and no wet 
chemicals. It’s the easiest of all office 
copiers to operate. Supplies cost about 1¢ 


per copy. 


For high quality duplicating, XeroX mas- 
ter-making equipment is clean, dry, fast, 
and remarkably low in cost. Reproduces 
from all kinds of origi- 
nals, retaining all of the 
original’s crispness and 
impact, whether en- 
larged, reduced, or copied 
size to size. 


For volume copying from original docu- 
ments, engineering drawings or microfilm, 
the XeroX Copyflo® Printers turn out 
copies up to 24” wide—in seconds. Hun- 
dreds—or thousands—of different docu- 
ments daily. It’s the fastest known method 
of direct reproduction; there are no inter- 
mediates. Enlarges and reduces... prints 
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I 

on ordinary, inexpensive 
u paper, card stock, or off- 

set master material. 
Discover the many 
ways xerographic copying 
equipment has been put 
to work, by owners of small businesses as 
well as the management of giant corpora- 
tions, to speed the flow of paperwork and 
reduce its cost. Write HALom Xerox INc., 
60-138X Haloid Street, Rochester 3, N. Y. 
Offices in principal U.S. and Canadian 
cities. Overseas: Rank-Xerox Ltd., London. 


HALOID 
XEROX 
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Dispenser 
BY “SCOTCH” BRAND 


Smart new way to serve ““SCOTCH”’ 
BRAND Celiophane Tape! Costs half the 
price of other weighted dispensers, uses 
1296-inch rolls of tape. Choose Coral, 
Surf Green, Pink or Yellow; add a gay 
color accent to your home or office. 
Non-slip base won't scratch desk or table 
tops. Your office supplier has Décor 
Dispensers now! 


P.S. They’re a smart, low-priced gift, 


too! “*“SCOTCH’’ IS A REGISTERED TRADEMARK OF 3M CO., ST. PAUL 6, MINN 


Miiawesora [fining ano 3M} 
PManvracturine company ad 


+++ WHERE RESEARCH IS THE KEY TO TOMORROW 
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DECEMBER 1960 


With the Editors. 


SPIRIT OF CHRISTMAS, 1960 


THE YULE season is upon us again 
and with it, the inevitable office 
Christmas party. This venerable in- 
stitution, born during World War 
Il when companies preferred to 
lavish their excess profits upon em- 
ployees rather than surrender them 
to the tax collector, has survived to 
the present day. > 

Since its inception, the office 
Christmas party has been an object 
of much corporate introspection. 
Its proponents point to its morale 
building qualities and claim that, 
if properly supervised, the office 
party can be as sedate as a D.A.R. 


tea. Its foes charge—and rightly so— 
that an uncontrolled party can de- 
generate into a senseless and em- 
barrassing frolic around the file 
cabinets. 

Several Chicago companies took 
a fresh approach to this problem 
during the Christmas season of 
1958. Instead of sponsoring parties, 
they contributed the money they 
would have spent to the families of 
children killed and injured in a 
parochial school fire. Surely in 1960 
there are equally worthwhile causes 
that afford expression of the spirit 
of Christmas. 
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LVow!lA low-cost way to 


automate inventory control- 


Keysort Data Processing 


Fast, accurate inventory control is at your fingertips 
with low-cost Keysort Data Processing. 

Keysort Data Processing is being used by hundreds of 
businesses for up-to-the-minute reports on inventory, 
order and sales analysis, job and labor costing, manage- 
ment control and other vital data. 


Fits any size business 
Keysort has many advantages. No restrictive proced- 
ures, minimum training, remarkable economy, simplic- 
ity of installation and operation. In fact, Keysort is the 
only automated data processing system flexible enough 
to fit your business as it stands and as it grows. And at a 
cost well within your company’s budget. 


Cuts down clerical work 
With Keysort you use easy-to-handle punched cards— 


mechanically created for rapid sorting and classifica- 
tion. Figures are automatically tabulated, results sum- 
marized direct to reports, giving you the meaningful 
on-time information you need for complete control of 
your business and profits. 


Ask us for case histories 

Your nearby Royal McBee Data Processing Systems 
Representative has had a wealth of experience in solv- 
ing management control problems. Working with you, 
with your systems and procedure experts, he can offer 
helpful advice about a low-cost Keysort system tailored 
to your individual requirements. Call him, or write us 
at Port Chester, N. Y.—indicating the applications in 
which you are interested—and we will be happy to sup- 
ply you with actual case histories from our files. 


ROYAL MCBEE corporation 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
(Circle No. 43 on Reader Inquiry Card) 
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Office Management 


and AMERICAN BUSINESS 


December 1960 


SELF-DISCOVERY IS CORE OF 
NEW TRAINING TECHNIQUE 


T-group approach puts 

group in ambiguous situation; 
lets it fend for itself with 
minimum of guidance — 


By ROBERT M. SMITH 


THE GROUP sits around a table, a little bewildered, 
a little lost. At first, no one says anything. The seconds 
stretch out like minutes, the minutes, in instances 
where the silence lasts that long, seem almost like 
hours— 


And, finally, the nervous tension high, someone says 
something. He may introduce himself, he may ask a 
querulous question. Whatever it is, he breaks the sil- 
ence—and the T (for training) group is in session. 


This type of scene is being re-enacted several times 
a year in various companies throughout the country, 
as well as at various regional centers. 


Basic training approach was that used with school children; teaching 
was by precept, principle, and proposition rather than participation. 
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It's the heart of a new training technique designed 
to improve executive communications and human re- 
lations skills by teaching business managers the dy- 
namics and principles of group action, and €xposing 
to them their own shortcomings in working with other 
people. 


New situation breeds new revelations 


peed 


The basic theory behind the T-group approach, 
which is being adopted in training programs in many 
of the country’s most experienced and sophisticated 
companies, is that if individuals are forced to reorient 
themselves in a totally amorphous situation, a situa- 
tion where no one tells them what to do or how to do 
it, they will discover things about themselves which 
they have never known before. If they don’t discover 
flaws or weaknesses themselves, they will learn about 
them through the comments of other members of their 
group, who are executives just like themselves, neither 
subordinate nor superior to them in position. In short, 
it’s a process of casting a group completely adrift, and 


po See 
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Atmosphere of tension is deliberately created 


forcing each member of the group to find himself 
within it. In the process, the member is at least ex- 
posed to a new and unbiased view of himself, his be- 
havior, and his attitudes. 

The T-group technique is an integral part of the 
Management Work Conferences held throughout the 
year by the National Training Laboratories, a division 
of the National Education Association. Similar confer- 
ences for various personnel levels are held, from com- 
pany presidents all the way down the hierarchy to 
foremen. In addition, the NTL has set up programs 
within many interested companies. The Management 
Work Conferences held periodically at Arden House, 
the palatial estate at Harriman, N. Y., now owned by 
Columbia University, however, are typical of the pat- 
tern of most of the meetings sponsored by the NTL. 
Each conference is an intensive two-week seminar for 
management personnel. Each day of the seminar con- 
sists of a number of sessions, of which the T-group— 
the undirected meeting—is but one. However, to a 
large extent, it is the IT-group meeting which makes all 
the others meaningful. 
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A typical day at the Work Conference might begin 
with a brief discussion on some aspect of human rela- 
tions—communications, listening theory, etc. Then the 
T-group might be devoted to a participative case, in 
which the members of the group are given a particular 
business situation, asked to organize themselves into a 
management team, and then solve the problem posed. 
Another discussion period in the evening, chaired by 
the group trainer, a professional social scientist, might 
analyze the particular parts played by each of the 
group members during the day. 


Where is the innovation? 


This type of schedule is followed throughout the en- 
tire two-week session. Members of each group remain 
together throughout the period (several groups work 
in each training conference simultaneously) with the 
same trainer. 

The first reaction of the pragmatic to this program 
might be: “What's new about that?’ The answer is 
simple. The T-group—the session in which the group 
is cast adrift in a vacuum as it were—is the innovation 
which lends all the other aspects of the program much 
of their value. 
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And the next reaction, then, might very easily be: 

“So what? How’s this going to help me or my execu- 
tives to do a better job? How’s it going to teach them 
what to do in a given situation?” 

The answer again is simple. It provides no cut and 
dried pattern of actions to follow in a given set of cir- 
cumstances. It does, however, provide a participant 
the opportunity to see his performance pattern in a 
human situation clearly and without bias. Many ex- 
ecutives know what should be done in a given situa- 
tion, but they don’t know how to do it, don’t know 
how to mesh with others, don’t know how to put their 
ideas across, or how to evaluate the merits of the ideas 
of their colleagues or subordinates. 

Yet the feeling of many companies today is that the 
patterns of business are changing so rapidly that the 
most valuable training an executive at any level can 
receive is preparation to meet all situations intelli- 
gently rather than a particular given set of conditions. 

“How can we train people when we don’t know what 
we're training them for, or what problems they'll be 
facing ten years from now?” It’s an old complaint 
in company training programs, and, for that matter, 
in all forms of specialized business education. In 

(To page 16) 
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Columbia 
Cleanliness 


Index 


The Cleanliness Index dramatically demon- 
strates the wide gap in the cleanliness of 
spirit masters—ranging from the grime and 
aggravation of ordinary uncoated purple 
masters to the immaculate performance of 
Columbia's supercoated, super clean Mara- 
thon Blue Ready-Masters. 


It could be quite a revelation to find out 
just how clean your spirit masters really are 
... not only in the preparation, but in the 
handling and duplicating as well. It could 
also result in quite a saving in time and 
money, to say nothing of the improvement 
of the quality of your duplicating. 


Columbia salesmen are anxious to demon- 
strate these differences at no cost or obii- 
gation to you. They'll also be happy to ad- 
vise the correct master for a job that’s par- 
ticularly troublesome to you. Write for a 
free demonstration of the Cleanliness Index. 
Ready-Master Division, Columbia Ribbon & 


Carbon Mfg. Co., Inc., 10512 Herb Hill 
Read, Glen Cove, N. ' 


Columbia Research and Develop- 
ment, backed by more than a half 
century of pioneering leadership, 
constantly seeks out the ultimate 
in spirit master cleanliness. The 
Marathon Blue Ready-Master is the latest in a long 
line of key developments in the cause of cleanliness. 


ya 


MARATHON BLU 


WHERE DO YOUR SPIRIT MASTERS RANK IN THE 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N. Y. 


Columbia Ribbon & Carbon Pacific Inc., Duarte, Calif. 
(Circle No. 13 on Reader Inquiry Card) 


(From page 15) 


today’s rapidly changing circum- 
stances, it’s a highly critical point. 

How does the NTL approach 
differ from past training approach- 
es, and in what way is it an im- 
provement over them? 

To find the answer, a brief re- 
capitulation of the various changes 
and developments that have taken 
place in company and executive 
training programs is helpful. The 
first and earliest attempts at human 
relations training were of the ex- 
hortatory school. 

The approach was inspirational— 
and not too effective. People were 
told by a lecturer how to behave. 
Then they went back to their jobs 
and applied—if they took the whole 
thing seriously at all—what they 
had learned. They were scrupulous 
in remembering to say “please” and 
“thank you.” They carefully left the 
door of their office open at all times. 
The attitudes they had always had— 
the attitudes that are so much more 
important than the token gestures 
—weren’'t affected at all.’ 

Next step in the training evolu- 
tion was the “demonstration’”’ tech- 
nique in which the “right” and 
“wrong” ways to handle individual 
situations were illustrated. Then 
came the discussion method, in 
which particular situations were 
postulated by a chairman or leader, 
after which the group argued out 
the best method of handling the 
problem. 

The “case” method is still popu- 
lar today. Here an actual problem, 
and the solution found for it, were 
given the group, which was then 
asked to find improvements on the 
way the problem was attacked and 
solved. This approach preceded the 
introduction of role playing and 
the various simulation methods, in 
which participants, rather than an- 
alyzing a situation from the outside, 
“acted out” the situation. 

Each of these methods was an im- 
provement on its predecessor, ac- 
cording to NTL leaders, in that 

each stage was a step nearer reality. 
Direct lectures were weakest since 
they involved only a repetition of 
precepts, with no active involve- 
ment of those supposed to benefit 
by the precepts. Demonstration im- 
proved on this by at least making 
the precepts a little more graphic. 
Conference techniques required the 
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At the office— New Envoy's simple mike con- 
trols make dictatlon—and interview or ‘phone 


conversation recording—a snap 


sS2lore 


(plus Federal Excise Tax) 


On the road—Envoy !s a verbal note pad—to 
capture facts and observations on the spot. 
Operates from car battery using low-cost adapt pr tati 


At home—Envoy lets you keep ahead of corres- 
pondence, reports... practice speeches and 


... Capture ideas as they come 


See the Edison ENVOY 


A new budget-priced tape dictating machine 


Tuinkine of getting a dictating 
machine? Here’s one you've got 
to see—the new Edison Envoy! 
Makes magnetic tape dictation 
easier than you’d ever have 
thought possible—and ata 
budget price! 

The Envoy is designed by 
Edison Voicewriter, and is 
backed by Edison’s national 
service organization. Here are 
some of the Envoy’s quality 
features for ease of dictation: 


e Envoy records on magnetic tape; 
has tape’s characteristic sound qual- 
ity, long “play” time. 


e Has dictating controls on mike— 
where they belong. 


© Is all-transistorized for dependable 
day-in, day-out hard business use. 


© Has precision indexing—shows 
where you are, where you want to be 
—without guesswork. 


© Features simple control for dicta- 
tion or interview recording. Optional 
accessories make it a telephone re- 
corder or secretarial transcriber. 


Edison Voicewriter 


A product of Thomas A. Edison Industries, 
McGraw-Edison Company, West Orange, N. J. 
In Canada: 32 Front St. W., Toronto, Ontario 
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See new ENVOY in action... Mail coupon today... 
or contact your nearby Edison Voicewriter office 
(see “‘ye/low pages” under Dictating machines) 


Linenqnemmeananen 


Se ee 


To: Edison Voicewriter 
Dictation Center, U.S.A. 
West Orange, New Jersey 


0 Id like a 10-minute look at 
the new Edison Envoy. 

O Send me illustrated folder. 

I understand there's no obligation. 


Name 


Position 


Organization 


Street 


City 


Re ee 


(Circle No. 21 on Reader Inquiry Card) 
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WHAT ROLE WILL AUTOMATION PLAY 


IN YOUR COMPANY'S FUTURE? 


OFFICE MANAGEMENT, which pioneered 
the first reports on Automation in 
the Office back in 1952, has long since 
extended its coverage to interpret in 
depth the role automation is playing 
in the office, the trends that it has 
brought about, its implications for 
every aspect of the office’s activities. 
For definitive reports on what auto- 
mation means — today and in the 
future—look to OFFICE MANAGEMENT 
and AMERICAN BUSINESS, the maga- 
zine that puts automation in the cor- 
rect perspective for alert executives. 
In addition to its articles in depth on 
every implication of automation, the 
magazine reports each month the 
most important installations and lat- 
est developments in the field of 
equipment. 


Office Management 
and AMERICAN BUSINESS 


The Magazine of Administration and Systems 
A GEYER-McALLISTER PUBLICATION 


212 Fifth Avenue, New York 10, N. Y. 


Here are some typical features on 
automation in recent issues. 


Sweeping personnel changes foreseen as re- 
| er August 


Middle and top management levels will be 
affected by automation........ September 


Computer service centers promise electronic 

data processing for all American business 

October 

Through use of computer service center, retail 
chain gains better sales figures faster 


November 
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(From Page 16) 


participation of the learning group, 
but only in a discussion sense. The 
case method again made the situa- 
tion a little more realistic, and 
sharpened the group's power of an- 
alysis a little, but it still did not 
draw the members into the situa- 
tion itself. It was “Monday morning 
quarterbacking” with all the draw- 
backs implied in that phrase. 

Simulation and role-playing 
methods were an improvement on 
all the preceding steps because they 
not only were the most faithful re- 
productions of an actual situation; 
They also involved the learning 
group as direct participants in the 
situation. They were lacking only 
in the fact that each person knew 
he was playing a role and so, to a 
degree, was “acting” rather than 
behaving as he actually would in a 
real situation. As a medium for 
training in decision making under 
pressure, the simulation and 
“game” techniques were excellent; 
as a method for training in com- 
munications and human relations, 
they had their drawbacks. 

The laboratory method—the T- 
group approach—meets this lack to 
a large degree, since it exposes the 
perticipants to a situation that, 
within its limits, is completely real. 
This group exists. Its purpose: 
whatever the group decides to make 
it. The group must decide. In the 
process, the behavior patterns of 
each member of the group will re- 
veal themselves clearly to his col- 
leagues. 

Theory behind the T-group plan 
is the learning process can take 
place most effectively only when 
three conditions are fulfilled: 

There must be participation by 
the learner. 

There must be feedback from the 
group to cach member of the group. 

There must be information—in- 
formation as to the meaning of each 
of the various member's actions and 
attitudes in the light of psychologi- 
cal and group behavior principles. 
This last analysis is handled by pro- 
fessional personnel, but it gains in 
validity and impact since the person 
whose behavior pattern is being 
analyzed has already begun to look 
at his actions with a fresh viewpoint 
in the light of his colleagues’ com- 
ments on those actions—the feed- 
back part of the process. 
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expert 
show you how... 
fo you. 


record problems 
down to size... 


without obligation 
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No obligation 


copying...new sys- 
checking, bookkeeping, 


SAPO AE, 


Let a Remington Rand Microfilm expert 


show you how microfilm can help you 
with all kinds of record problems... 


storage, protection, 


tems of billing, 
sales procedures and many others. 


Send in this card today 


on your part at all. 


| 


eee eee ee 


Photo Records Department 
Remington Rand Systems 
122 East 42nd Street 

New York 17, N. Y. 


I wish more information on Remington Rand Microfilm 
Equipment and its application to my business. 


Name 


Title 


Company 


Address. 


State 
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Business record problems too 


os tty? a Ss sath) 


to handle? 


CUT THEM DOWN TO 
SIZE WITH 
REMINGTON RAND 
MICROFILM 


» & 3 
eee, 


Remington Rand Microfilm cameras and equipment give fast, 
efficient solution to record storage, protection and copying! 


Prove to yourself how Remington Rand 
microfilming can solve space, storage and 
copying problems as well as help you devise 
new office techuiques and systems. Even more 
important, Remington Rand microfilm ex- 
perts are always available to you to diagnose 
record problems—help you train personnel in 
modern microfilm techniques. 


- 


Le 


Learn all the advantages of Remington Rand 
Cameras—the best of the portables and sta- 
tionaries—and all the supplementary equip- 
ment and services that go with them . . . see 
what they can do for your particular business 
operation. Get all the information on the com- 
plete microfilm line—Remington Rand! Use 
attached card now. No obligation, of course. 


Flemington Bland Systems vision oF sPERRY RAND CORPORATION 


122 East 42 Street, New York 17, N. Y. 


DECEMBER 1960 


(Circle No. 42 on Reader Inquiry Card) 
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AMA CONFERENCE OPENS THE DOOR 
TO TOP MANAGEMENT OPPORTUNITY 


Vice presidency of administration is within office manager’s reach 


FREDERICK TAYLOR submitted 
his original plea for scientific man- 
agement in an era when data proces- 
sing equipment consisted of a quill 
pen, and peripheral equipment in- 
cluded a high stool and eye shade. 
The world has grown vastly more 
complex since that time, but the 
intellectual leaders within the busi- 
ness community are still attempting 
to apply the principles of scientific 
management to business problems. 
The latest of these attempts was 
the recent special conference spon- 
sored by the Administrative Services 
Division of the American Manage- 
ment Association in New York. The 
former Office Management Division 
began its new career by assembling % 
top experts in the field of adminis- 
trative management for the purpose 
—and theme —of the conference: 
“Shaping a new concept in admin- 
istration.” 

“Today we find ourselves at the 
threshold of an entirely new con- 
cept of administrative management,” 
declared Stevens L. Shea, vice presi- 
dent of data processing at Ameri- 
can Insurance Co., Newark, N.]. 
In his opening day address, Mr. 
Shea warned that “to deny that 
administrative management must be 
elevated to a specialty within it- 
self is just as surely to spell disaster 
for a corporation as to deny ac- 
ceptance of the vast innovations of 
industrial technology.” Mr. Shea, 
who heads the Adminstrative Serv- 
ice Division, is also an AMA vice 
president. 


a Saat: 
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VICE PRESIDENT 
FINANCE AND 
ADMINISTRATION 
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“The profit squeeze which per- 
meates our economic climate has 
expanded our thinking from mere 

cost reduction to the far more im- 

i portant area of profit improvement. 
To whom, then, do we look to man- 

The professional administrator: a new position to meet new business challenges. age our vastly more complex opera- 


4 tions today? 
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“The answer is the professional 
administrator. His scope of opera- 
tion is best summarized by General 
Electric, which defines management 
‘as a separate function, distinct and 
apart from other functions of busi- 
ness such as producing, selling, etc. 
The job of management (the pro- 
fessional administrator) is the ad- 
ditional force which sees that other 
tasks are accomplished and objec- 
tives achieved.’ 


“It took a world war” 


“The first battleground of the 
professional administrator is in the 
area of paperwork, one of the most 
insidious and crippling malignan- 
cies in all business and industry 
today. What has created this enig- 
ma of paperwork? The industrial 
revolution, the growth and expan- 
sion of the population, industry, 
government, the increased complex- 
ity and consequent specialization 
of society, services, and products, all 
have had their influence. Complex 
tax laws and the impossibility of 
dealing with customers on a per- 
sonal basis have added additional 
arms to this monster. Also, as or- 
ganizations grow and become more 
specialized, their lines of communi- 
cation multiply and the need for co- 
ordination increases. This requires 
more information or papework to 
direct, analyze, evaluate, and make 
decisions. 

“Unfortunately, it took a world 
war to shape the destinies of data 
processing. Through the rapid de- 
velopment of the use of the electron, 
it was finally realized that it could 
be adapted and used to harness 
the life blood of an orginization—1.e. 
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The Administrative Services Division held open panel discussions where conferees 


the transmittal of vital data and in- 
formation to all functions of an 
organization. What is more impor- 
tant today is to relieve the various 
functional top executives of the re- 
sponsibility for the how, where, and 
who of his information require- 
ments so that he can spend more 
time on the what, why, and when 
of the information he needs to ful- 
fill his responsibilities in planning, 
decision making, evaluating, and 
creating for the future. 

“This must be recognized by the 
chief executive as a vital necessity 
in your organization. The recogni- 
tion, however, may not come auto- 
matically, due to the daily pressures 
of all functions of his business with 
which he must concern himself. The 
chief executive will require your 
assistance and help in stating this 
problem and the need for a new 
concept in adminstrative manage- 
ment. This may not be easy and I 
submit that in some cases top man- 
agement does not listen to its own 
personnel. I would suggest, there- 
fore, that, if necessary, you recom- 
mend the use of an outside con- 
sultant or place before your chief 
executive the plans of other com- 
panies who have recognized the 
problem and are doing something 
about it. 

“Once your chief executive rec- 
ognizes the need for a new func- 
tional adminstrative executive, a 
program must be instituted that 
will divest an organization of its 
weaknesses in the data and informa- 
tion handling areas and provide 
a proper stage for this new concept 
of administrative management.” 
Mr. Shea listed four steps to 


could explore administrative management. 


create a strong administrative pro- 
gram: 

1. Establish a definite plan of 
organization based on function and 
not personalities. 

2. Establish executive positions 
to control and direct each func- 
tion, including a new position of 
either vice president or director of 
administration which has the same 
status as the executives of all other 
functional areas. 

3. Clarify lines of vertical au- 
thority and extend the decision- 
making process to all levels of man- 
agement and bring them as close as 
possible to the point of initial 
action. 

4. Provide a management guide 
for all executive, managerial, and 
supervisory personnel. 


Who will be administrator? 


Another opening day speaker, 
Lionel E. Griffith, assistant con- 
troller of International Latex Corp., 
Dover, Del., outlined the respon- 
sibilities of the administrative ex- 
ecutive: 

“The vice president of administra- 
tion # a member of upper manage- 
ment charged with the responsibility 
of creating conditions which will 
bring about the optimum least cost 
use of all data resources available 
and necessary to the successful con- 
duct of the business. He is charged 
with the development and main- 
tenance of a systems network de- 
signed to give the ‘intellectual’ 
areas of the business the adequate, 
accurate, and speedy data and in- 
formation that has been determined 
by the specialized intellectual areas 
to be necessary for the proper per- 
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formance of their functions. His 
responsibilities are limited in the 
development of data, information, 
and systems to the degree that there 
are restrictions in money, man- 
power, or resources placed on him 
by the policy discretion of the busi- 
ness. 

“The scope of his work is im- 
mensely wide. On the one hand, 
he may be concerned with technical 
details, such as the memory Ca- 
pacity of a particular piece of equip- 
ment, while on the other hand he 
may be concerned with morale, or 
‘working climate,’ with the admin- 
istration problems presented by the 
handling of experts and coordina- 
tion of the network of human rela- 
tionships and responsibilities which 
go to make the data handling and 
information development areas of 
the business. 

“Above all, he must build up the 
personnel comprising the data han- 
dling and information development 
areas of the business into a team, 
with a working pattern, a rhythm, 
and balance of its own, but geared 
into the requirements of the busi- 
ness as a whole.” 


On the basis of these needs, Mr. 
Grifhth then described the qualities 
needed for the task. 


Results of administrative concept at West- 
inghouse Electric are shown to group. 
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“Vice president of administration must be a leader”’ 


“Our vice president of administra- 
tion must be a leader in the finest 
sense of the word, being capable of 
identifying a main truth running 
through a stream of divergent, con- 
fusing, and conflicting mixture of 
fact and opinion. He must have 
the ability to carry people with 
him and to put a plan across; to 
choose the right subordinates and 
experts, to balance them up, and 
weld them into a team animated by 
a common enthusiasm; to evoke, 
by the nature of his personality, 
a loyalty and devotion which makes 
the work seem worthwhile. He 
must have the ability to exact 
discipline from subordinates in 
the form of self-discipline, and with 
the rarest recourse to overt power; 
to be able to praise and to reprove, 
and know how and when to do so; 
to be able to admit an error and 
know how and when to make a 
change. 


Four trends are at work 


“These things require the posses- 
sion of a high degree of influence 
or dominance, and acceptability to 
others. They require the objective 
mind, and the solid common sense 
that give a man the ability to dis- 
tinguish essentials from frills, to 
grasp a situation, whole and in per- 
spective, and see right to the heart 
of it; above all, that indefinable 
thing called judgment, that makes 
his decisions right more often than 
they are wrong; the personality to 
wring success even out of a wrong 
decision.” 

Completing the opening day pro- 
gram was a presentation of how the 
administrative management concept 
has worked at Westinghouse Elec- 
tric Corp. The presentation was 
made by Marshall K. Evans, vice 
president of management services, 
and S. J. Merriman, assistant gen- 
eral manager of Westinghouse’s 
East Pittsburgh Division. 

According to Mr. Evans, a man- 
agement services division should 
be careful “to avoid encroaching 
on the traditional areas of respon- 
sibility,” and should concentrate 
on “the gaps between them and 
on the ‘mortar’ which holds them 
together, assuring that each operates 


in accordance with the master di- 
rection and objectives of the com- 
pany rather than pulling at cross 
purposes. 

Mr. Evans also reported that 
Westinghouse’s Management Serv- 
ices Division, which was given its 
impetus in 1952 by then Vice Presi- 
dent Mark W. Cresap, reflects four 
general developments in industry: 

1. The emergence of general man- 
agement as a profession as well as 
an art and the accompanying de- 
cline of the “seat of the pants” 
business methods. 

2. The development of new tech- 
niques for analyzing and planning 
the proper course of action for the 
total enterprise. The newest and 
most complex of these techniques 
have been loosely described by the 
term “operations research.” 

3. The recognition of the vast 
potential for improved efficiency 
and productivity through the de- 
velopment of integrated systems 
within the organization. 

1. The need for a neutral ap- 
proach to all of the traditional 
functions of the business in the 
search for general improvement in 
operations. 

Another case history of admin- 
istrative management came from 
International Business Machines 
Corp., White Plains, N.Y. The 
speaker was Robert H. Howe, di- 
rector of administration, who told 
of his company’s success in using 
a computer to simulate a concep- 
tual approach to administration 
based on marketing needs. “You 
will not be surprised to learn that 
at least we had the advantage of 
complete unanimity as to the choice 
of whose computer we would use,” 
he quipped. 

Mr. Howe described IBM’s ad- 
ministrative concept this way: “We 


See also the previous articles on the Ad- 
ministrative Services Division’s special 
conference: “AMA conference will stress 
new importance of administration,” Oc- 
tober 1960, pp. 26-28; “Vice President- 
Administration — That's the target for 
tomorrow,” November 1960, pp. 15-20; 
OFFICE MANAGEMENT AND 
AMERICAN BUSINESS. 
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THIS NATIONAL SYSTEM paid for 
itself in less than two years. 


“Our C@alional System 
with Card Punch Coupler 


returns 60% annually 


on our investment!”’ 


—The Cleveland Electric Illuminating Company 
Cleveland, Ohio 


“We are impressed with the savings 
realized from our National System. 
Elimination of many add-list opera- 
tions, manual key punching, and 
verification have made the National 
31-W a profitable investment. 

“Our Company has gained more 
than money savings alone. The 
National Representative carefully 
helped us select a system which 
would fit into our Company’s ac- 
counting operation. He was ex- 
tremely thorough in his preparations 
for a smooth installation . . . followed 
up the installation with helpful sug- 
gestions. In short, the National 


Representative has done more than 
sell us a system...he showed us 
how to use this system to its full- 
est advantage. 

“With our National 31-W we have 
a faster, more accurate, and far more 
suitable system for data processing.” 


tf Atop 


Supervisor 

Accounts Payable & Bookkeeping Unit 
General Accounting Department 

The Cleveland Electric illuminating Co. 


THE NATIONAL CASH REGISTER COMPANY, vayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES + 76 YEARS OF HELPING BUSINESS SAVE MONEY 


DECEMBER 1960 


(Circle No. 34 on Reader Inquiry Card) 


The National 31-W, with alpha- 
numeric intercoupler, creates 
punched cards automatically 
as a by-product of writing the 
accounts payable check and pre- 
paring the distribution journal 


et 


' 
— 


Your local National repre- 
sentative will be glad to show 
you this simple approach to 
efficient data processing. 
Phone him no v — it could be 
the most profitable call you 
will make all year. 


eeeeeeeeeeeeeeeeeeeeeeene 


* TRADE MARK REG. U. S&S. PAT. OFF. 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
_ ELECTRONIC DATA PROCESSING 

wer paper (No Carson Reauieen) 
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NO MORE RUBBER FINGERS... 


Just apply Sonra wrx to fingertips 
for greaseless, stainless, tacky film. 
See how easy it is to pick up papers 
of all kinds. One application is long 
lasting. Contains no drying alcohol. 
Washes off easily. Widely used in 
offices throughout the country. Try 
it and_see why. 


=) ONLY 50¢ EACH 


at your stationer’s or send $1 for 
minimum order of two. Addi- 
tional quantities at 50c each, 


LEE PRODUCTS COMPANY 


Dep't UM-12 + 2730 Lyndale Ave. S. + Minneapolis 8, Minn. 
NO, A ATT 


(Circle No. 29 on Reader Inquiry Card) 
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= Fingertip magic 
FOR HANDLING PAPERS FASTER 


| principles for office and administra- 


are dedicated to the proposition 
that we must look at administra- 
tion only through marketing eyes— 
not look at marketing through ad- 
ministration eyes. A business has 
only one vital function—to create 
a customer. Marketing is the means 
to that objective. Administration 
is a service organization, not an end 
in itself. There are no administra- 
tive problems, only marketing prob- 
lems, some of which administration 
can hopefully help solve. Its sole 
purpose is to offer organized 
conclusions to assist in management 
decision making.” 

Speaking of personnel needs for 
IBM’s administrative services de- 
partment, Mr. Howe pointed out 
that the percentage of college gradu- 


| ates in the department (including 
.clerical workers) rose from 25 per 


cent to 75 per cent in one year. The 
reason? Challenging administrative 
tasks attract high-caliber personnel. 

A subsequent discussion of per- 
sonnel needs brought out this 
observation by Budd _ Sills, vice 
president and general operations 
manager of Spiegel, Inc., Chicago: 


| “Factory managers have long rec- 


ognized that the best sheet metal 
worker in the department may not 


| make the best foreman should he 
_ lack certain administrative qualities. 
By the same token, the best book- 


keeper or accountant in the organ- 
ization will not necessarily make the 
best office manager, or even the best 
head of the accounts payable unit. 

“Many companies are thinking 
today in terms of sound production 


tive services. Recognizing that com- 
puters are expensive devices depend- 
ent for economical utilization on 
the continuing, scheduled flow of 
properly prepared input data from 
many sources in many different di- 
visions, they are centralizing the 
responsibility for defining the na- 
ture of this data regardless of where 
it originates, and centralizing in 
some cases the actual preparation of 
the data itself. 

“Recognizing that larger groups 
of clerical employees are more 
susceptible to specialization and 
production controls, splintered cleri- 


pa I Sion Oy 6? - 


Administrator needs advanced techniques 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


cal units are being consolidated. 
Knowing that all control must start 
with quantitative information, work 
measurement plans are being in- 
troduced with group measurement 
employed in instances where in- 
dividual measurement proves im- 
practical. Work measurement, in 
turn, where employed with ac- 
curacy, suggests the possibility of 
job incentives and performance 
bonuses. These, too, old hat in the 
factory, are gaining ever wider ac- 
ceptance in the office.” 

The development of advanced 
methods of electronic data proces- 
sing has provided an invaluable tool 
for the administrative manager, ac- 
cording to James T. Scott, manager 
of the electronic data processing 
department at Union Carbide Corp., 
New York. “Very often many con- 
fuse data processing with a pure 
accounting function,” he warned. 


Tragedy or triumph? 


Some of the new uses of EDP in- 
clude industrial relations, which re- 
quires up-to-date information about 
employees—their skills, salaries, edu- 
cational backgrounds, and their pro- 
gression. Legal activities are con- 
stantly searching for methods and 
instruments which will effectively 
carry out the information retrieval 
process. The production activity 
must review the personnel and raw 
material schedules, as well as their 
costing and efficiency procedures. 

“When viewed from the data 
processing viewpoint,” Mr. Scott 
said, “the data requirements for 
many of these activities are common. 
The general problem of a need for 
an information system is common 
to all.” 

In the conference’s concluding 
speech, enigmatically entitled “Your 
future role in administrative man- 
agement — tragedy or triumph?” 
George W. Chane cited U.S. Com- 
merce Department statistics to show 
that the ratio of profits to sales 
(after taxes) in American business 
has dwindled from 5.3 per cent in 
1950 to 3.3 per cent in 1959. Mr. 
Chane, who is the vice president of 
administration and finance at Radio 
Corporation of America, suggested 
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Here’s the copier that makes folks 
quit shopping around! 


Only $99.50 . . . yet Kodak’s Verifax Bantam Copier outperforms other office copiers 
costing up to 4 times as much. It copies all types of writing, typing, printing —gives you 
5 dry, easy-to-read copies in 1 minute for 242¢ each. Makes copies on one or both sides 
of bond-type paper, in choice of white and 7 other colors. Also, makes copies on card 
stock or printed office forms—even makes translucent whiteprint masters. 


Phone local Verifax dealer for demonstration (see Yellow Pages under duplicating or 
photocopying machines), or write Eastman Kodak Company, Business Photo Methods 
Division, Rochester 4, N. Ves for er describing all Verifax Copier models. 


Price quoted is price and subject to change without notice. ‘ odak 
il ‘TRADE MARK 
erifax Comming, - ..-DOES MORE...COSTS LESS...MISSES NOTHING ree) ae re 
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ROYTYPE 
RIBBONS 


OVER 
(1000 VARIETIES ) 


Only Roytype has the famous Park Avenue 
Silk, the typewriter ribbon that grows 


old without growing gray. Plus over 1000 other 
different kinds of ribbons for every typewriter and tabulator. 


The fact is, the Roytype Park Avenue Silk is the best ribbon 
you can buy today. Here’s why: it has far more strength than 
cotton ribbons, far more ink-holding ability than the nylon ones. 
Costs more, too—but you end up saving because it lasts. 


And it’s just one of the over-a-thousand different quality 
ribbons we can offer. We’ve got them to fit every typewriter 
and tabulator made—and any budget, too. Even one that 
you can insert without a single smudge on your hands .. . the 
exclusive Royal Twin-Pak. 


Which ones are best for you? Your Roytype representative can 
help you choose exactly the right one—and the right anything 
else, too. He’s got a full stock of office supplies and a whole lot 
of knowledge. Call him. He’ll be there next to immediately. 


A complete line of business supplies ...expert help ROYTYPE R 
...and the fastest service, too. 


° 
PR 
RQYAL Royal McBee Corporation, Port Chester, N. Y. 


Gentlemen: Please have our Mr. Roytype help us select the proper 
ribbon for our needs . . . and bring a free sample of new Creamee 
Hand Cleaner. 


COMPANY 
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Machines challenge men 


that this thin margin has trans- 
formed a single business mistake 
into a major disaster. 


“Because of rapid technological 
change, today’s business represents 
far more of an investment than its 
counterpart of a decade or so ago, 
and the differential is constantly in- 
creasing. Each new machine in the 
office or plant, because it is more 
complex than the one it replaces, 
costs considerably more. Moreover, 
the new installation is normally ac- 
companied by higher labor and ma- 
terials costs. As a result, there is 
far more at stake in virtually every 
product or production change. And 
the time for decision constantly 
grows shorter. 


“Thus, today’s management is 
under fire from two sides. With 
greater competition, it must im- 
prove, innovate, and expand in 
order to hold or increase its share 
of the market. With the increased 
complexity and cost of productive 
machinery, the investment is becom- 
ing so great that mistakes have be- 
come almost prohibitive. Finally, 
management must know not only 
the state of the business, the in- 
dustry, and the national economy in 
time to take effective action; it must 
foresee with reasonable accuracy the 
shape of the future. 

“As it surveys the problems of 
growth, change, and competition, 
top management finds itself facing 
still another set of complications. 
The modern American corporation 
has grown too vast, too complex, 
and frequently too conflicting in- 
ternally for effective control under 
present-day systems . . . What orig- 
inally began as a logical process of 
centralization is now reaching the 
limits of corporate jurisdiction. 
Decentralization has become a form 
of splintering, and the effectiveness 
of the whole is whittled away by its 
parts.” 

The answer to the challenges that 
face administration, according to 
Mr. Chane, is to replace the tradi- 
tional reliance on intuitive judg- 
ment with a_ scientific approach 
borrowed from the laboratory. 
“Behind the techniques are new 
scientific instruments, most notably 
electronic data processing. These 
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no hands! 


Now, no other small-size copying machine 
makes copying so fast, easy, and econom- 
ical! With Bruning’s great new Model 120, 
you make copies in a single pass through 
the machine. No manual separation of 
original and copy after exposure. No 
reinsertion of copy for development. The 
Model 120 automatically separates copies 
and originals and stacks them. And you 
get the copies in seconds for only l¢ 
each for materials for letter size. See for 
yourself how this one-and-only multi- 
purpose copying machine can slash clerical 
time and work, save you in countless ways 
for general office copying. Use the coupon 
below for fast action. 


eg OFA ERM SRE BEE ; 


gs Se ee 


a ‘> rae Ee ? a? . 
" 2 BRUNING 4 _ Charles Bruning Co., Inc. Dept. 12-K 


1800 Central Road, Mt. Prospect, Ill. 
Offices in Principal U.S. Cities 


- toe 


’ dead Diaz0 Copying of Its Best : i in Canpda: 108 COaeae SE, Toronto 1, Onterio 
ach So ‘ (0 Please send me information on your new Model 120. 


(CD Please arrange for a Bruning Man to contact me 
about a demonstration. 


Name_ Title 
Company 
Address 
City 
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Type away errors with new KO-REC-TYPE 


Now “two wrongs do make a right.” 
When you make an error, simply 
place a strip of chemically treated 
KO-REC-TYPE paper over it, back- 
space, retype the error, and presto 
—it disappears. Ne erasing, no mess. 
Used in offices and schools through- 
out the nation. For correcting car- 
bon errors, use KO-REC-COPY. Both 
are products of Eaton Carbon & 
Ribbon Corp., manufacturers of the 
finest in stationery supplies. 


Ask for KO-REC-TYPE at your sta- 
tionery store or office supplier now. 
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(Circle No. 20 on Reader Inquiry Card) 


Goal is ‘management by objectives” 


‘ 
machines assemble and compare 


volumes of data for up-to-the - 
minute management review and 
decision. They make it possible not 
only to understand the present, but 
to forecast the future. 


“But the implications of these 
developments extend beyond tech- 
niques, systems, or instruments. 
They compel a radical re-thinking 
of the entire business structure and 
management concept. It becomes 
possible, for the first time in 
decades, for management to regroup 


the elements of control under one 
roof. 


“As management engineering de- 
velops common systems and stand- 
ards of measurement, it slices 
through divisional functions and 
services. Electronic data processing 
requires a common input system 
and timing. Reports, flowing to the 
computer center, are forwarded to 
top management to extend enorm- 
ously the span of control. 


“Remarkable bag of gadgets”’ 


“Centralization of information, 
establishment of corporate-wide pro- 
cedures, the ability to forecast ac- 
curately and thus to determine 
goals, costs, and budgets, re-establish 
the functions of the planners of 
policy and the implementors. In 
times of rising costs, lowered profits, 
and increased business risks, it can- 
not be otherwise. . One of the 
greatest benefits, by far, of inte- 
grated management administration 
is that it frees the top executives 
from the harrassment of niggling 
details and permits them to con- 
centrate on the major policy deci- 
sions. 

Mr. Chane, in citing RCA’s 
experience with administrative man- 
agement, stated, “Under the concept 
of management by exception, the 
president is brought into the picture 
only when variances from corporate 
profit objectives call for his action. 
Provided with facts, figures, and 
recommendations, he is then in po- 
sition to make the decisions.” 

In his conclusion, Mr. Chane 
outlined the future of office admin- 
istration: 

“The challenge to administrative 
management in the coming years 


will be to extend the areas of 
factual accuracy over the widest 
possible range to integrate each 
part into a complete and coherent 
pattern. 


“What matters as much as the 
quantity, accuracy, and timeliness 
of the facts is their relationship to 
one another. The corporation must 
be comprehended as an organic 
entity, each unit affecting and, in 
turn, being affected by the others. 
This is the opportunity within the 
challenge. 

“The danger to both the chal- 
lenge and the opportunity, however, 
lies in the possibility that the true 
meaning of the new managerial 
revolution may not be fully under- 
stood. 


“For all their wondrous _per- 
formance and promise, scientific 
techniques and machines are simply 
the means to a purpose. In them- 
selves they are little more than a 
rather remarkable bag of gadgets 
and tricks, equally capable of creat- 
ing confusion as well as tremendous 
results. 


“Ultimately, moreover, most cor- 
porations will acquire the use of 
data processing systems in one form 
or another. The competitive edge 
then will go to those organizations 
which integrate their systems and 
machines within a clear-cut pattern 
of corporate purposes. Here is 
where administrative management 
can make its greatest contribution 
— to develop what Peter Drucker 
refers to as ‘management by ob- 
jectives.’ 

“In previous periods of corporate 
growth, it was the production genius 
who occupied the center of the 
management stage — the man who 
could make things better and faster. 

“In later years, as production 
problems were solved, the sales and 
marketing specialist pre-empted the 
footlights. The problem was to de- 
velop markets to receive the prod- 
ucts. 

“Today and in the future, as 
expenses increase, competition rises, 
and the risks of management deci- 
sion mount, it will be the men who 
can organize the total corporate 
effort for greater profitability and 
growth who will gain top billing.” 
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OFFICE MAILINGS 


WITH 


MAIL AID. LABELS 


> 


WITH DIAMOND PERFORATIONS 
FOR MANUAL OR 
AUTOMATIC APPLICATION 


Many modern offices have found Mail 
Aid addressing labels the answer to 
faster, economical mailings. 


There are Mail Aid labels to suit prac- 
tically any addressing system. Available 
in perforated sheets of 33 labels, they 
are manufactured in both single sheets 
(Dupli-Stickers® or Dupli-Quik®) and 

carbon-interleaved sets (Dupli-Snap®) 
S900 .4et).8 +k 2% ) > . . 
at a ? be designed for use when multiple copies 
‘ : : are required. Addresses may be trans- 
ferred on any of the various types of 
duplicating equipment, or copied by 
typewriter or accounting equipment. 
Your stationer can help you select ex- 
actly the right label for your system. 


Where volume mailings are a prob- 
lem, these labels can be applied auto- 
matically with Eureka’s Mail Aid Appli- 
actor. The Applicator will label up to 
13,000 pieces an hour, depending upon 
length, type, and thickness of stock. If 
volume mailings are your problem, write 
to Eureka for information. ° 


@ 1 REG. U.S. PAT. OFF. DUPLI-STICKERS, DUPLI-SNAP, DUPLI-QuIK 
AND ARE REG. TRADEMARKS IN CANADA. 


See your Stationer now for Mail Aid Labels 
and other Eureka products for the office. 


EUREKA SPECIALTY PRINTING CO. 
SCRANTON 1, PA. 
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DATA PROCESSING FOR SMALL BUSINESS . . . No.3 ina series 


FOUR INPUT METHODS ARE AVAILABLE 
FOR USING COMPUTER SERVICE CENTERS 


Many factors determine best method for any small company 


By JOHN A. BROWN 


NOW YOU HAVE a choice of 
ways for submitting data to a com- 
puter service center for processing. 

It does make a difference whether 
one method or another is used. 
There is a best way for any com- 
pany, although the method used by 
one company may be unsuited to 
another. The choice must be made 
among four basic methods. 


This choice depends on relative 
economies, the needs of the organ- 
ization, and available facilities. At 
least two of these methods will be 
available at any service center. The 
ability to provide service depends 
on the equipment, procedure, per- 
sonnel, and needs of the client 
company. 

These four methods are as fol- 
lows: 
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1. Submit pencil marked cards 
representing original documents, 
such as orders or invoices, for use 
in the service center on a machine 
capable of reading these marked 
cards and automatically punching 
the infromation for later proces- 
ing. 

2. Submit punched paper tape. 
When a tape punching typewriter, 
or a tape punching adding machine, 
is used for document writing in 
the client company’s office, all typed 
or listed data are captured at the 
source with the typing operation 
for automatic processing at the serv- 
ice center. 

3. Submit punched cards repre- 
senting the original documents. 
Cards may be punched in the client 
company’s office, either on a stand- 
ard key-punch or by a punch elec- 
trically connected and synchronized 
with a typewriter that prepares 


Data may be submitted on marked cards, tape, punched cards. . . 
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cards automatically while the docu- 
ments are typed. 

4. Submit copies of original docu- 
ments directly to the service cen- 
ter, thus placing the bulk of ac- 
counting and statistical responsi- 
bility on the center. Original docu- 
ments may include invoices, sales 
orders, purchase orders, or payroll 
lists. 

The first method, pencil marked 
cards for optical reading and punch- 
ing, is an exciting new development. 
It provides a simple way for many 
types of businesses to get automatic 
data processing, no matter howsmall 
they may be and no matter how 
limited their budget for capital in- 
vestment. The only piece of equip- 
ment needed to utilize this method 
is a pencil. The service center must 
be equipped with a card punch 
capable of reading marked cards. 

Optical scanning is not exclu- 
sively a small business development, 
nor is it intended excusively for 
economy. Many data recording situ- 
ations in both large and small busi- 
ness may be handled expeditiously 
with pencil marked cards, but this 
method is particularly useful when 
investment in equipment must be 
limited, 

Standard tabulating cards are 
arranged with fixed position spaces 
within which pencil or pen marks 


can be made. These spaces, arrang- 
ed in columns, may correspond to 
columns or positions on a form, 
such as an order, invoice, payroll, 
job ticket, inventory, or other rec- 
ord. When appropriate, the card 
itsell may be made the original 
record. 

Present office personnel can_ be 
used to prepare the cards, since no 
special training is required. Any 
employee capable of reading a form 
and using a pencil can create ac- 
curate source records by making 
simple pencil marks in appropriate 
spaces on the card to correspond 
with data from_an order, invoice, or 
other record. 


Key to office automation 


No special symbols need be used 
in the card spaces, not even letters 
or numbers unless desired. Nor is 
it necessary to use a special ink or 
pencil. Any mark with a black lead 
pencil is sufficient to record data 
that can be read by a machine and 
processed automatically. The mark 
may be a circle, an “x,” a number, or 
even a line; it makes no difference 
to the machine that reads it. The 
only requirement is that the mark 
be placed in its proper space. The 
machine takes up from there. 

As an example, assume a com- 
pany is starting with customer's 
orders received today. The cards 
may be marked directly from orders 
as they are received, or they may 
be marked from copies of orders 


alter they are typed on internal 
order forms. In either case, the 
data from the order are marked in 
spaces indicated on a card designed 
for the specific job. After all orders 
are transcribed to cards by appro- 
priate marking, the cards are ready 
to be sent to the service center. At 
the service center the cards are fed 
into an optical scanning punch, 
which reads the pencil markings 
and automatically punches the 
cards. 

Master data for each customer— 
name, address, etc.—may be pre- 
punched into cards to be filed and 
held in readiness for incoming 
orders. This minimizes the marking 
required when orders are recorded. 
All pre-punching, of course, is done 
at the service center. 

Once the marked cards are punch- 
ed, subsequent processing is auto- 
matic. Accounts receivable  state- 
ments, schedules, and sales analy- 
ses are completed automatically. If 
inventory records are procesed, sim- 
ilar marked cards for purchases and 
stock requisitions may be included 
in the service. Payroll, job costs, 
and other records can be handled as 
well. 

Tape punching typewriters, input 
method No. 2, provide a key to 
office automation for many small 
firms. No new office routines are 
required. The simple operation of 
typing captures all typed data on 
punched tape at the source. At the 
service center the punched tape can 


-.. Or just send the original documents to the service center and let them do all the work. 
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inexpensive input equipment saves on service center fees 


control a variety of machines for 
subsequent processing of the data, 
although the usual proctice is to 
punch tabulating cards automatic- 
ally. 

The advantages to a client com- 
pany of using a tape punching type- 
writer become more apparent when 
a comparison is made with a fa- 
miliar routine. In many offices, for 
example, when a customer’s order 
is received it is typed on an internal 
order form with carbon copies. The 
typist enters the customer’s name, 
address, territory, salesman, ship- 
ing instructions, credit terms, and 
other information. Items ordered 
are typed with quantities and de- 
scriptions. When writing invoices, 
a pattern similar to that of order 
writing is followed. 

Typing routines remain the same 
when a tape punching typewriter is 
used, but a by-product tape is 
punched automatically. The type- 
writer is very similar to the one 
the typist has always used. She soon 
discovers that the tape is punched, 
or read, automatically, and the con- 
trol keys soon become routine. For 
some purposes, a tape punching 
adding machine is adaptable. 


The punched paper tape can be 
sent directly to a service center. It 
is all that is needed for automatic 
data processing. No clerical work 
is needed, and no manual card 
punching is required either in the 
client company’s office or at the 
service center. At the service center 
the tape is fed into a tape-to-card 


converter, which automatically pro- 
duces punched cards, or the tape 
may be fed directly to a computer 
equipped to read punched paper 
ta 

Incidentally, no duplicate prov- 
ing run is made, because the nor- 
mal adding machine proof of typed 
orders, or invoices, is sufficient proof 
of the tape’s accuracy. Any errors 
that may occur are quickly cor- 
rected, 


Two jobs done at once 


A bonus advantage is possible 
with the tape punching typewriter. 
Even the typing of the original 
order or invoice may be largely 
automatic. An edge-punched cus- 
tomer card (or a tape), taken from 
a file, may be fed into the reading 
unit of the typewriter. Pre-punched 
with customer data, this card con- 
trols the typewriter for automatic 
typing of the cusiomer’s name, ad- 
dress, territory, salesman, shipping 
instructions, credit terms, and other 
standard information. Each item 
is automatically entered in its prop- 
er space on the form. Also, product 
master cards can automatically en- 
ter descriptions and specifications. 
Variable data are entered manu- 
ally on the form by the typist. Thus, 
the machine not only produces the 
tape for service center processing, 
but it also minimizes human effort 
and improves accuracy by automat- 
ically typing the fixed data from 
pre-punched master cards. 

The client company using the 
third method may find it desirable 
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Newest method of input is pencil marked card introduced by Remington Rand Univac 
(shown above less than actual size), which can be optically scanned and punched. 
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to obtain key-punch equipment 
and assume the job of card punch- 
ing. When data are punched into 
cards, and the cards submitted to 
a service center, a very substantial 
saving in service fees can be 
achieved. Of course, this places the 
burden and responsibility of card 
punching on the: client company 
and, to that extent, relieves the 
service center. But the subsequent 
machine processing eliminates a 
large volume of manual work for 
the client. 


In addition, when punched cards 
are submitted, no service charge 
for the clerical work of auditing 
and punching is involved. Also, 
the work of the card punching can 
often be scheduled for slack time 
intervals when the client’s clerical 
employees are available. 


if it is decided to punch cards in 
the client’s office, appropriate equip- 
ment must be rented or purchased. 
There are two types of equipment 
for this purpose:- the standard key- 
punch and the combination type- 
writer and punch. When a stand- 
ard key-punch is used, copies of 
sales orders or invoices may be 
taken to the punch as soon as they 
are typed. The data from each 
document are then punched into 
cards for later machine processing. 
To be certain of accuracy, the cards 
are then checked — usually by a sec- 
ond punching of the data. The 
cards can then be sent to the serv- 
ice center for immediate machine 
processing. 


Many companies have found it 
desirable to produce punched cards 
by use of a typewriter that is elec- 
trically connected and synchronized 
with a card punch. This combina- 
tion is used to write the original 
documents while cards are punched 
automatically, as a by-product of 
typing. An example is a customer's 
sales order which must be typed on 
the company’s standard internal 
order form. The customer’s name, 
address, credit terms, discounts, and 
shipping instructions are typed and 
simultaneously punched into a card. 
Product descriptions, price, and 
other data also may be punched 
while being typed. Thus, two jobs— 
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when she sits at 


the new Remington KARD-VEYER filing unit! 


The new Remington Rand Kard-Veyer Unit makes filing 


automatic... makes any girl in your filing department worth 
three times as much! A Kard-Veyer Unit delivers up toa 
half-million records to the operator at the touch of a button 

. enables her to file more than 1000 records per hour! The 
saving is substantial not only in time (money) but also in 
valuable floor space because a Kard-Veyer Unit concentrates 


the bulk of your files at a single convenient work station. 


And ease of Kard-Veyer operation raises employee morale, 


reduces fatigue and virtually eliminates costly errors. This 


greater production and efficiency have made a remarkable 
improvement in customer service wherever Kard-Veyer Units 
are installed—leading banks, large loan companies and 
utilities ... many other businesses large and small. Let a 
trained Remington Rand Systems Specialist show you how to 
do a faster, more effective filing job with fewer people—write 


Room 2110, 122 East 42nd Street, New York 17, N. Y. 


Kard -Veyer is also available on a long or short term lease plan. 


Remington Fland Systems 


DIVISION OF SPERRY RAND CORPORATION 
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We're proud of the mechanical accuracy 
of the Friden fully automatic calculator. 
But neither it nor any other calculator can 
get a right answer from a wrong entry. 
The calculator that allows the smallest 
margin for operator error will actually 
prove to be the most accurate. 

The Friden SBT requires fewer manual 
keystrokes, fewer operator decisions than 
any other calculator on the market* Jn 
terms of day-to-day output, this makes it 
the most accurate calculator you can buy. 
For a no-obligation, ten-minute demon- 
stration of “The Thinking Machine of 
American Business,” call your Friden 
man or write: Friden, Inc., San Leandro, 
California. 

*This is PRACTIMATION: automation 
so hand-in-hand with practicality there can 
be no other word for it. 


© 1960 FRIDEN, INC. 


= Iniden 


FRIDEN, INC., SALES, INSTRUCTION, SERVICE 
THROUGHOUT THE U.S. AND THE WORLD. 
(Circle No. 24 on Reader Inquiry Card) 
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Many factors determine input method 


typing and punching — are per- 
formed at once. 

If the typewriter is equipped with 
adding registers that record quanti- 
ties and amounts entered, a proof 
of accuracy is obtained automa- 
tically which eliminates the check- 
ing, or proof, operation. Card 
punches may be rented for a 
nominal fee. Card punching type- 
writer combinations generally rent 
for more. 


The simplest, and usually the 
most expensive, way for a client 
company to transfer the job to a 
service center is merely to bundle 
up copies of the original documents 
and hand them over. These orig- 
inal documents may include in- 
voices, sales orders, purchase orders, 
and payroll lists. Carbon copies of 
these originals become the service 
center's source data for processing. 

Of course, the client company 
can and should tidy up the docu- 
ments by sorting in proper order, 
marking them where essential in- 
formation is not clear, and adding 
them to obtain control totals and 
to provide an adding machine tape 
for the service center to check in 
event of error. 


Office costs may be cut 


When a service center tackles a 
job that begins with the basic docu- 
ments, it has a substantial amount 
of clerical work to do in preparing 
the data for machine processing. 
Some auditing and editing may be 
necessary before the cards can be 
punched with data from the docu- 
ments. After punching, the cards 


must be checked for accuracy. This 


step generally calls for a second 
punching to match up with the first. 

After all cards are punched and 
checked, the real machine process 


| ing begins. It should be noted that 
| the steps of auditing, editing, punch- 
ing, and checking are all clerical 


operations. They require manual 
effort and result in payroll expense. 
Labor costs make these phases of 
the job the most expensive. The 
purely machine operations that fol- 
low are usually less costly and less 
time consuming, even when the vol- 
ume of work is relatively heavy. 

As a result, the client company 
should consider the means of com- 


pleting these four preliminary cleri- 
cal steps. It may be preferable to 
do all or part of this preliminary 
work in the client’s office by fol- 
lowing one of the previously de- 
scribed methods. The owner of a 
small business, however, may wel- 
come a release from this task and 
consider the cost of submitting orig- 
inal documents justified. This is a 
problem to be solved on the basis 
of individual needs and desires. 


There are no universal rules to 
determine the best method for sub- 
mitting data to a service center. 
Too many variables exist, but they 
are usually apparent in any situa- 
tion. But a fair appraisal can estab- 
lish the method best suited to any 
company. The location of a busi- 
ness may be a deciding factor. A 
company located in a large metro- 
politan area may have a choice of 
many service centers and a variety 
of facilities for processing data. A 
small-town firm is likely to be 
limited to one local service, or it 
may have to send its data by mail 
to an out-of-town point. Mail serv- 
ice is often adequate for volume 
processing, and it is possible that 
the distant service center may re- 
turn completed statements and tab- 
ulations in a shorter time than the 
company’s office personnel could 
normally have them ready. 

Office costs may make a service 
center desirable when a saving can 
result from its use, although other 
considerations are often more im- 
portant than cost cutting. The great- 
er speed of mechanized processing 
can provide essential sales and fi- 
nancial information in time for 
prompt management decisions. The 
factor of accuracy, too, is usually 
higher with machines than with 
average office personnel. 

All of these factors may, at times, 
be outweighed by a simple one that 
has no relation to speed, economy, 
or accuracy. The mere fact of being 
relieved of a mountain of work can 
be most important, especially to a 
business where one man tends to 
carry most of the load of responsi- 
bility. The important point is that 
service centers have now made the 
advantages of automation available 
to the offices of all business, both 
large and small. 
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SUPERMARKETS 


Other firms save money by microfilming 
your records... how about you? 


T MAY COME as a surprise to you to learn that 

many of your business and personal records are 
now being photographed in Recordak microfilmers! 
Chances are your bank microfilms your checks. . . 
stores and suppliers microfilm your sales slips and 
orders . . . your oil company microfilms your charge 
tickets. So it goes! 


The reason is simple! Taking pictures of items like 
these is a lot faster, more accurate and safer than copy- 
ing them by hand. Also saves up to 99% in file space. 


Makes sense, don’t you think, to see how Recordak 
microfilming can save you dollars on even simple 
record-keeping jobs, like keeping track of incoming 
checks. Or on problem jobs, like getting bills out. 


=RECORDPK: 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming 
—now in its 33rd year 


IN CANADA contact Recordak of Caneda Lid., Toronto 


New RECORDAK Portable Microfilmer is 
ideal for even the smallest business. Compact, fully 
capable, it weighs only 24 lbs. 

You just feed items into it, and 

they’re microfilmed (up to 90 

a minute) and returned in 

sequence. 


Recordak high- 
speed, automatic 
equipment also 
available for 
large-volume 
operations. 


eeeeeeeee MAIL COUPON on halincaladind deal 
RECORDAK CORPORATION E-12 
415 Madison Ave., New York 17, N. Y. 
Send free booklet giving details on new 
Recorpbak Portable Microfilmer. 


Name. 


Position 


Company 


Street 


eeeeeeeeeeeeeeeeeeee 


City State 
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PERILS OF THE OFFICE WORKER 


Needless hazards endanger employees in “non-hazardous” jobs 


By ALFRED L. DOWDEN 


Liberty Mutual Insurance Company 
Boston, Mass. 

ACCIDENT PREVENTION is no 
laughing matter. It can’t be made 
effective over a weekend. It re- 
quires diligent attention to detail 
and concentration on the part of 
ofhce management. The rewards — 
climination of a single serious acci- 
dent or a series of injuries to work- 
ers — are worth the effort. 

Accident prevention in your of- 
fice, any office, begins before it is 
opened. In some instances, it starts 
while the plans for the building are 
still on the drafting boards. In a 
preliminary evaluation of rental 
space that might be taken for an 
office, an administrative 
should conduct a safety survey. 
A great many physical hazards must 
be covered. The existence of some 
hazards, and the tact that many of 
them cannot be eliminated, may 


assistant 
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decide whether the building is suit- 
able for occupancy. 

In the case of new buildings, of 
course, safety is planned into the 
structure to prevent later expensive 
revisions. ‘This planning may in- 
volve the checking of such things 
as the material from which the 
floors and stairs are made, the light- 
ing, the physical spacing between 
built-in features such as the elevator 
lobby and the door of the building. 

When Liberty Mutual commits 
itsell to additional space, either 
rented or built to specifications, we 
find that semi-annual inspections for 
safety pay ofl. These inspections are 
conducted by three members of the 
office stafl appointed to the inspec- 
tion committee by the office man- 
ager. One member of the inspection 
group is from Liberty's Loss Pre- 
vention Department. As such, he 
has an opportunity to look closely 
at the new facilities, as contrasted 
with his normal routine of inspect- 


ing the property of policyholders. 
The members of the group are not 
necessarily supervisors, but everyone 
is a responsible, mature person who 
has an ability to observe a situation, 
evaluate it, and constructively sug- 
gest some manner in which any 
apparent hazard can best be elimi- 
nated. 

These inspections are equally ap- 
plicable in existing office buildings. 
Several years ago, for example, the 
cost of medical and compensation 
payment to our injured employees 
indicated that 25 per cent of the 
losses resulted from falls on the 
premises. The majority of these 
falls were due to slippery floor sur- 
laces. By recognizing the part that 
falls on floors contributed to our 
overall accident experience, several 
constructive steps were taken. We 
issued to our maintenance people a 
list of floor dressings that were 
found by our own tests to have de- 
sirable non-slip qualities. 
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The results have been startling. 
Our losses from falls on floors have 
been cut to approximately 9 per 
cent for the last year. This reduc- 
tion from 25 to 9 per cent of total 
accidents represenis a 64 per cent 
decline in falls. It indicates what 
can be done when attention is given 
to some particularly alarming and 
outstanding factor and when effec- 
tive controls aré applied to the 
situation. 

Stairways constitute another 
major hazard to office employees. 
Regardless of the provision for ele- 
vators or moving stairways, many 
persons will still have to use stairs. 
In many cases, particularly with 
younger personnel, the hazard is 
increased due to hurry and inatten- 
tion. Because of the irregular foot- 
ing on stairs, and the potential 
distance of the fall, accidents on 
stairways are apt to be quite serious. 
Fortunately, however, such acci- 
dents are relatively infrequent. 


Packages are dangerous 


It is basic, of course, that stairs 
be designed so that the ratio of the 
riser height to the tread depth falls 
within recognized safety propor- 
tions. In addition, steps should be 
kept in good physical condition. 
This is not a factor in new build- 
ings where the treads resist wear for 
many years and have (or should 
have) non-slip material built into 
them. 

In older occupancies, however, 
the wear on the treads is likely to 
be concentrated in a_ relatively 
small area, and this worn area could 
easily constitute a hazard. Whether 
the tread is of wood, stone, or metal, 
sufficient wear may develop over 
a period of years to cause unsafe 
footing. It is important that these 
treads or stairs be replaced or re- 
paired. Considerable success has 
been reported on the use of abra- 
sive strips cemented on the treads, 
They call attention to the edge of 
the step and provide non-slip foot- 
ings. 

To combat the distraction of hur- 
rying on the part of personnel using 
the stairs, we have experimented 
with various ways of painting and 
lighting stairways. A higher level 
of illumination makes the whole 
stairway more visible so that a per- 
son can readily see the treads. A 


minimum of five foot candles is 


recommended; ten tooa candles of 
intensity is preferable. 

By painting the treads and the 
adjacent wall in a contrasting pat- 
tern, employees can distinguish in- 
dividual steps. This has also aided 
employees with faulty or corrected 
vision to perceive the depth between 
individual steps in a flight of stairs. 

While it is not prohibited, our 
office procedures offer very little 
occasion for a person to handle ma- 
terial from one floor to another by 
means of a stairway. This eliminates 
the need for girls to carry boxes of 
supplies and records from floor to 
floor with the additional hazard of 
vision being blocked by packages. 

Materials handling presents an- 
other challenge to othce safety. All 
supplies for our branch offices are 
shipped from the central stock room 
at the home office. The tendency to 
cram as much as possible into a 
box and hope that the trucker will 
be able to move it creates a problem 
in the receiving office. Truckers usu- 
ally will ‘not carry packages up to 
an office. They simply leave the 
bundle at the address, and one of 
the employees must handle the 
package from the door to the office 
stock room. 

Recognition of this fact prompted 
us to set a maximum weight on sup- 
plies that are shipped. This weight 
is 40 pounds, but the average weight 
is 27 pounds. Setting up a maxi- 
mum weight*and using smaller 
packages have reduced the accident 
hazard to the girl who handles the 
package from door to desk. 

There is also the danger of vari- 
ous items of equipment falling on 
employees. File cases, supply cabi- 
nets, and typewriters are apt to be- 
come unbalanced and fall. Several 
things can be done to prevent these 
accidents. Naturally, all our type- 
writers are bolted to desks. This is 
one of the first steps taken when 
a new typewriter is delivered. It is 
not used until it is bolted. We are 
not so much concerned about dam- 
age to the machine, although this 
is a factor. We are more concerned 
about the possibility of a bruising 
injury should the typewriter fall 
from its desk. 

Our supply cabinets are usually 
placed against a wall where it is 
possible to bolt them securely. By 
arranging the contents so that the 
heavier items are at the bottom, we 
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Non-slip floor dressings prevent the ma- 
jority of falls caused by slippery floors. 
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Office workers have their own occupational diseases 


provide more stability for the cabi- 
net and lessen the possibility for it 
to tip over. Very few of our files are 
used singly; in most offices they are 
arranged in banks. Thus, the file 
cabinets can be bolted together to 
form a stable installation. In 
the few instances where it is neces- 
sary to have a single file cabinet, 
we fasten it to the wali by means 
ol a bracket at the top or bottom 
with an angle bracket attached to 
the floor. In other cases, weights are 
added under the bottom drawer to 
provide stability. 

The average office also is ex- 
posed to occupational diseases that 
can result in disability. The most 
common of these is the cleaning 
solution used to condition the type- 
bars of typewriters. Many of the 
cleaners on the market have a con- 


centration of carbon tetrachloride 
as high as 98 per cent. The sale 
allowable limit of concentration of 
this chemical in the air is 25 parts 
per million. Since this solution is 
highly toxic, yet non-flammable, its 
effects are cumulative. Other types 
of cleaners have tolerances of 500 
parts per million in air and are also 
non-flammable. Consequently, all 
our offices are required to use a 
type of cleaner with high tolerances. 

Some duplicating machines must 
be cleaned with methyl! alcohol, 
which has a tolerance of 200 parts 
per million. One machine used in 
a large room is no particular prob- 
lem because the normal change of 
air keeps down the concentration. 
Where two or more units are used 
close together, however, we provide 
forced ventilation. 


To eliminate the hazard of falling file cabinets, bolt them securely to the wall. 


Some types of rubber cement 
have benzol in them. This consti- 
tutes a hazard, not only from the 
fumes, but from ingestion through 
the pores of the skin. Consequently, 
we discourage the use of adhesives 
which have a benzol base. 

Machine hazards, too, might be 
considered non-existent in an office, 
but surveys have disclosed a num- 
ber of machines that could cause 
serious injury to employees. Per- 
haps the most spectacular of these 
is the guillotine paper cutter. Al- 
though this tool has never been 
successfully replaced by a safer, unit, 
progress has been magle in the de- 
velopment of safety guards that 
drastically reduce the possibility of 
injury through use.’ 

Our guillotine cutter was used as 
a “workshop” for the development 
of a prototype guard that now has 
wide acceptance in guillotine instal- 
lations. A guard, electrically inter- 
locked with proper controls, has 
been developed that does not hide 
the cutting edge from the sight of 
the operator, and it does not inter- 
fere with his adjustment and place- 
ment of work, or his rate of produc- 
tion. In addition, the guillotine is 
equipped with a two-hand trip, 
which is an additional safeguard 
against injuries. 

Many offices have burster ma- 
chines that separate sheets into 
checks. These machines have in- 
running rolls that form a nip point 
and that endanger operators. On 
our machines, these imrunning rolls 
are covered with an_ interlocked 
transparent hood. 

A similar exposure exists in the 
type of machine used for billing, 
inserting, and postage metering of 
bills. In time, the flaps of the enve- 
lopes will cause abrasive wear on 
a portion of the rollers. Subse- 
quently, even though the machine 
works satisfactorily, a nip point 
exists at the point where the rollers 
have been worn away. With vew 
rollers, it is impossible to catch the 
fingers between the rolls when an 
operator attempts to speed opera- 
tions by forced feeding. The elimi- 
nation of this hazard calls for 
regular inspection by the person in 
charge to see that the rolls are re- 
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“NCR Paper more than repays its cost... 
a highly profitable investment.” 


—BROWN & WILLIAMSON TOBACCO CORP., Louisville, Kentucky 


“Cleanliness is the attribute of NCR 
Paper (No Carbon Required) that we 
prize highly here at Brown & William- 
son Tobacco Corporation, 

“Our employees in the Accounts 
Payable section, who used to wear 
smocks to protect their clothing, now 
dress like other people in the office. 
Their hands are no longer blue and 
their morale is high. 

“NCR Paper also has speeded up 
our operation. With NCR Paper, we 
pick up originals and copies as a com- 


plete unit without having to insert or 
remove carbons, 

“It is difficult to determine how 
much the improved operations save us 
in terms of dollars but if we were not 
saving one dollar (which is not the 
case) I still would give NCR Paper 
my full approval. 

“Tt’s clean, it’s s ier, it’s easy 
to use. But above all it makes for hap- 
pier and therefore more efficient em- 
ployees. 

“Our experience convinces us that 


ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER 


ANOTHER MONEY-SAVING PRODUCT OF 


THE NATIONAL CASH REGISTER COMPANY, payton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES * 76 YEARS OF HELPING BUSINESS SAVE MONEY 


DECEMBER 1960 


(Circle No. 35 on Reader Inquiry Cord) 


NCR Paper more than repays its cost 
--.making it a highly profitable in- 
vestment.’ 


ea rE. — ae 


W. D. Whitoker, Treasurer 
Brown & Williamson Tobacco Corporation 


NCR PAPER 
ELIMINATES 
GSSON PEE 
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COSTLY RE-DRAFTING OF 
STOP ORGANIZATION CHARTS 
The COFFIELD 
EVERLASTING 


Interchangeable 


' ORGANIZATION 
CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. that simple! 


re 
Food 


Sizes to Fit Any Orgonization Structure 
Eliminates All Costly Drafting 

Photographs for Sharp Prints 

invaluable as a Visual Training Aid 

All Parts Are Movable and Re-usable 
Solves Your Chart Problem Forever 

Write for Free 16-Page Illustrated Brochure 


with Price Schedule No. OM-12 
MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 
~~ "(Cirele No. 31 on Reader Inquiry Card) 


KEEP AHEAD 
TIME 


_ YEAR 


possible business or personal u 
"Order from your Stationery Supy 
or direct. Write for catalogs. 
The Standard of 
the Stationery World 


Defiance Calendar 


The Calendars 
That Work For You 


Keith Clark, Inc. 
1451 Broadway 
New York 36, N.Y. 


Phone: LA 4-4895 


Phone: LO 3-2336 


(Circle No. 12 on Reader Inquiry Card) 
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Safety evaluation program discloses hazards 


_ placed when wear creates a hazard. 


The electric letter opener used in 
many office mailrooms has a knife 
that could cause severe injury. A 
barrier-type guard should be incor- 


| porated to enclose the knife. This 


guard will not interfere with the 


_ efficiency and speed of the opener. 


One of the developments in mod- 


ern office facilities is the widespread 


use of electric and electronic equip- 
ment such as typewriters, computers, 
and other powered devices. One of 
the basic requirements for equip- 
ment of this type is that the frame 
be provided with a_ protective 


ground to eliminate the possibility 
| of electric shock to the operator. 


When people smoke at their 
desks, there is the possibility of fire 


| from hot ashes being dumped into 


a waste basket and igniting carbon 
paper. Part of a continuing program 
with employees is to caution them 
against dumping hot ashes or flip- 
ping a hot match into a basket con- 


taining highly flammable carbon 


paper or other tissues. Should a fire 


| start, an effective manner of con- 
taining it is to place another waste 
basket over the top of the first. This 


method is readily avaiiable, and it 
eliminates a hurried search for fire 
extinguishers. For added protection, 
the waste basket should, if possible, 
be carried to a corridor away from 


_ personnel, where water or other fire 
_ and smoke reducing agents can be 


applied. 
Accident requires report 


Waste baskets have another pur- 
pose. Occasionally, in the rearrange- 


| ment of desks, outlets are left pro- 
_truding from the floor in an area 
_ where a desk was located. Until the 
| outlet can be removed or another 
_ desk placed there, it is a good prac- 


tice to cover the obstruction with an 


| inverted basket. Painted in a light 
color, it will provide an obvious 
| hazard that very few people will 
stumble into. 


Since people come in all sizes, 


| most offices have the usual range of 
heights among employees. Shorter 
| girls can work well in the lower 
_ drawers of a file cabinet but would 


have difficulty seeing into the top 


| drawer of a five-tier cabinet. To en- 


able our girls to do this, we provide 
file stools that are always 14 inches 
in height. They are painted a light 
color so that they are readily visible 
in the filing areas. Equipped with a 
step that locks the feet to the floor 
when weight is placed on them, they 
eliminate any slipping hazards dur- 
ing use. 

Whenever an accident occurs at 
Liberty Mutual, the procedure re- 
quires a report from the supervisor 
on his investigation. This report is 
particularly required on lost-time 
cases or outside medical cases. ‘The 
report also includes recommenda- 
tions for the elimination of the haz- 
ard or the prevention of the acci- 
dent. 


In addition to accidents involving 
employees, accidents to our person- 
nel in driving company cars, or 
members of the public who may be 
injured while on the premises, are 
also reported for review. 

To see how a safety program can 
work, the reader might be interested 
in accident figures for a company 
such as ours, which has_ 10,000 
employees engaged largely in cleri- 
cal and office work. In a recent 
four-year period, we found that ap- 
proximately 24 per cent of accidents 
involved employees injured in auto- 
mobiles while performing their jobs. 
The next significant number, 17.5 
per cent of the total, was attribut- 
able to falls on floors, stairs, or ap- 
proaches to company property. Close 
behind falls were those accidents 
arising from the handling of ma- 
terials. These contributed 14.7 per 
cent. Accidents that happened in 
conjunction with company spon- 
sored sports activities amounted to 
approximately 10 per cent. 

An evaluation of the safety pro- 
gram in your own office may pro- 
duce similarly startling disclosures. 
While many people dismiss office 
work as not hazardous, life itself 
must be considered a hazard. As 
long as people work in offices, they 
are exposed to the hazards of acci- 
dental injuries. Many of these haz- 
ards can be eliminated; others can 
be controlled. A program that under- 
takes to do this is an important part 
of any organization. 
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Every Day® files speed sort- Handsome, sturdy Streamliner® 
ing and filing--give your ; Desk Tray holds papers at a slant 
office a systematized follow- __ for faster, easier pick-up. 

up for mail, etc. 


Convenient Filing 

Shelf hooks on near- 

= i by file drawer pull, 

Eclipse Box Files combine nect holding papers to 

opreorance with service tokeep be filed. Frees both 

work date and other current ma- hands for faster, 
terial at hand. fe easier filing. 


22> 


“more attractive, GD BG 
- more productive. repeat YW : U-MAK-A Index Tobs save time. 


Fanfold 


venien: continuous flow 
package. ides) for fester labeling — 
of anything in your office. 


... With these modern Globe-Wernicke Office Aids 


Every day, you and the people in your office, use nearly 

60 different office items in your work. If these are not 
reducing your work load, they may be losing money for you. 
Here's how G/W office aids and accessories wili make 

your business day more pleasant and more productive. THE or Se ay — _— 
See the complete line of Globe-Wernicke office accessories at your 4 Globe-Wernicke Makes Business a Pleasure 
nearest G/W dealer* today, or write us direct for free booklet. Dept. G-12* = listed in Yellow Pages under “Office Equipment” 


CI 


May be cut to exact size—no 
waste. Pica spaced for faster 
typing. 


-3\ SS ak BA tet (| F 


(Circle No. 25 on Reader Inquiry Card) 
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AUTOMATION 


ELECTRONIC MAIL BECOMES A REALITY 


IBM adds 1410 computer 
} to intermediate series 


INTERNATIONAL Business Ma- 
chines Corp. has added a new inter- 
mediate computer—the IBM 1410— 
to its 1400 series of electronic data 
processing units. This machine is 
compatible with the previously an- 
nounced 1401 and shares many of 
the same “building block” units, 
including disk storage and input- 
output devices. 

The 1410 and 1401 are each avail- 
able in four basic models: card, 
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IN THE OFFICE 


U.S. Post Office initiates automated mail handling techniques 


tape, RAMAC (Random Access 
Method of Accounting), and 
RAMAC tape. The primary dif- 
ference between the two systems is 
that the 1410 has approximately 
two and one-half times the internal 
speed and maximum core memory 
capacity of the 1401. Its central 
processing unit can have up to 
40,000 positions of magnetic core 
storage at the option of the user, as 
compared to the 16,000 maximum 
positions of the 1401. 

The character transfer rate of the 
1410 in memory is 4.5 microseconds. 


IBM 1410 system extends commercial applications of intermediate computers. 


Ad 
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The system can perform a maximum 
of 1,800,000 logical decisions, 600,- 
000 additions or subtractions, or 
40,000 divisions a minute. 


A special feature of the 1410 is 
a second data channel on which 
processing can be carried out inde- 
pendently from operations on the 
first channel. Synchronizers avail-. 
able with the 1410 make possible 
complete overlapping of reading, 
writing, and computing. 

A minimum 1410 card system 
rents for $5,365 a month and sells 
for $244,550. (By comparison, a 
minimum 1401 card system rents 
for $2,475 a month and sells for 
$125,600). At the upper end of 
the scale, a typical RAMAC tape 
1410 system rents for $18,105 a 
month and sells for $722,300. Ac- 
cording to IBM, initial deliveries of 
the 1410 are scheduled to begin in 
the last quarter of 1961. The 1401, 
for which IBM claims to have 3,500 
orders, will be delivered in tne 
third quarter of 1961. 


“Dial-o-verter” system 
will speed flow of data 

Digitronics Corp. has announced 
its “Dial-o-verter” system, which 
when used with the Bell System’s 
Data-Phone 200, permits the use 
of regular telephone lines for send- 
ing and receiving data at high 
speeds between remote locations. 
The system is built around Digi- 
tronic’s new Model D599SR coupler. 
This unit forms the interconnection 
between the Data-Phone and such 
data media as paper tape, punched 
cards, or magnetic tape. 

When transmitting, the coupler 
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is used with a high-speed perforated 
tape reader. When receiving, the 
coupler functions with a high-speed 
paper tape punch. It can also func- 
tion with a card punch or magnetic 
tape handler when sending or re- 
ceiving. The system has the capa- 
city for operating at a speed of 150 
characters a second. 


Four electronics firms 
join Post Office program 


Automated information handling 
techniques have been adapted by 
the U.S. Post Office Department 
during the past month to speed the 
flow of the nation’s mail. Contrib- 
uting to this program have been 
the electronics firms of Bell & 
Howell Phillipsburg Co.; Haloid 
Xerox, Inc.; Pitney-Bowes, Inc.; 
and the Stromberg-Carlson Division 
of General Dynamics Corp. 


The electronic reading and print- 
ing system developed by Stromberg- 
Carlson and Haloid Xerox (shown 
below) provides facsimile trans- 
mission of mail. It enables a letter 
to be placed before an electronic 
scanner which sends an image via 
standard TV-type communications 
lines to a distant point where an 
exact reproduction is made. In the 
method being studied by the Post 
Office, a letter would then be 
treated as private mail and be de- 
livered in the normal manner. The 
scanning portion of the system 
reproduces the material only in 
black and white. 

To preserve the privacy of the 
mails, automatic inserting machines 
from Bell & Howell Phillipsburg 
and Pitney-Bowes are being tied 
into the “Speed Mail” system. The 
Pitney-Bowes machine automatic- 
ally trims the sealed edges of letters 
to be transmitted and packs them 
in a metal cartridge at the rate of 
60 a minute. Then the machine 
extracts 15 letters a minute, unfolds 
them, shows their contents to the 
transmission scanner, refolds the 
letters, and safely repacks them for 
temporary storage. The contents of 
the letters cannot be seen by human 
eyes throughout the operation. 

At the receiving end, xerograph- 
ically printed sheets flow out of the 
“Speed Mail” unit, where the Bell 
& Howell Phillipsburg unit mechan- 
ically folds them and seals .-the 
edges so that only the address is 
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“Dial-o-verter” station consists of (1 to r) Data-Phone 200, paper tape reader, 
paper tape punch. Heart of system is Model D599SR coupler under the table. 
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Stromberg-Carison S-C 6400 scanner is part of Post Office’s “Speed Mail” program. 
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envelopes for delivery. 


Arthur E. Summerfield inaugurated 
the pilot facsimile mail transmission 
system between Washington, D.C., 
Chicago, and Battle Creek, Mich. 


Univac STEP system 


ton Rand’s Univac division, in 


Quickly chart management action, facts or trends 
with ACME VISIBLE CONTROL PANELS 


Acme Control Panels adapt to your flag due dates, reorder levels, 
exact needs: Unlimited charting pos- quotas, goals. Signals slide smoothly 


Underwood introduces Data-Flo equipment 


visible. Then they are transferred Umvac STEP consists of four 
to the inserter, which automatically units: a central processor with a 
opens the flap of a special window 26,000-digest capacity; a high speed 
envelope, inserts the letter, seals the reader which can handle 450 
flap, and counts and stacks the punched cards per minute; a punch 


unit which processes 150 cards a 
On Nov. 1, Postmaster General minute; and a high speed printer. 

J. W. Schnackel, vice president 
and general manager of Reming- 


an- 


nouncing the new development, 
said that it is unique in its flexibil- 


developed for small firms ity. 

Remington Rand has announced “With the Univac solid state com- 
what it terms a “new computer puter as a nucleus, the basic sys- 
concept for bringing — electronic tem can be easily expanded to 
data processing to small business.” greater capacity when growth of 
The Univac STEP (Simple ‘Transi- business demands it,” he reported. 
tion to Electronic Processing) sys- “The STEP plan offers a_ safe, 
tem is said to have been developed sane, and relatively inexpensive 
for companies now employing door to computer processing and 
punched card equipment, but an- brings it within range of small and 
ticipating a future need for elec- medium-sized businesses. Yet the 
tronic units. plan is sophisticated. The system 
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sibilities. Transparent colored signals . . . override or by-pass each other. 
Tove 8 es | 
t.- = VISIBLE |. 
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PRoouction 7 ACME VISIBLE RECORDS, Inc. 


2112 West Allview Drive, Crozet, Virginia 
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can simultaneously read four cards, 
punch a fifth, print out data and 
solve arithmetic problems.” 


According to Rem Rand, the 
system can be expanded by the ad- 
dition of as many as four memory 
units, each of which can carry 
6,000 digits of information. Thus, 
ultimate capacity of the system is 
50,000 digits—the same as that of 
the standard Univac computer. 


Similarly, according to the com- 
pany, the central processor's arith- 
metric speed can be increased by 
addition of a multiply and divide 
unit. 


Underwood converters, 
accounting machines shown 


Underwood Corp. introduced a 
new line of data processing equip- 
ment at the business equipment 
displays in New York and Los An- 
geles. The line of equipment, which 
is called Data-Flo by Underwood, 
includes accounting machines, and 
tape to card and tape to magnetic 
tape converters. 


The accounting machines are de- 
signed for use at central or widely 
scattered locations for the prepara- 
tion of original documents or . to 
perform initial accounting func- 
tions while capturing essential data 
on paper tape for further automatic 
processing. The tape to card con- 
verter is designed to complement 
the accounting machine by provid- 
ing a means of producing punched 


Data-Flo tape to card converter 
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...with new Stan-Pak Run-Rite Papers 


Not even the most competent offset 
or duplicator gperator can get top 
results with defective paper. Words 
are lost. Time is lost. Tempers are 
most assuredly lost! 

To avoid any chance of hit-and- 
miss reproduction, turn to the new 
line of papers specifically designed 
to get maximum performance from 
your office machines — Stan-Pak* 
Run-Rite.* 

Trouble-Free Running 

Take flatness. We laboratory-test 
all Run-Rite papers right on the du- 
plicating machines they’re made for. 
They come to you flat. Lie flat in the 
machine. And feed flat. 

But really trouble-free running 


calls for many more qualities. Con- 
trolled moisture to avoid static con- 
ditions and insure good printability. 
Accurate trim and finish to prevent 
feeding jams. Even caliper, uniform 
weight and careful surface sizing to 
give you sharp, clean ink impressions. 


° 1 ete, 


You get them all in Stan-Pak Run- 
Rite Papers. 


527 Grades, Sizes and Types 

This brand new line answers just 
about every office need in printing 
and duplicating papers. Under the 
Stan-Pak Run-Rite name you'll find 
the exact grade, color and weight you 
want—at a sensible range of prices 
to suit your budget. 

Next time you order paper, try the 
brand that’s made to run right. 
Through the duplicating machine. On 
the press. In the typewriter. 

We’re confident you'll specify it 
every time. 

STANDARD PACKAGING CORPORATION 
NEW YORK 17, N.Y. 
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: For ten years, Anclex. High Speed * 
3 Printers have «perated, Virtually without 

: downtime, under enormous workloads, 

Re such as: 

Payroll and dividend checks at more than 

10,000 an hour. : 


at, 


Inventoried items at 1,000 per minute. 


Bank ststements at 16 entries per second. 


a 


i The proven reliability of Anelex High 

i Speed Printers has made them the 
standard equipment which is designed 

; into the systems of most leading computer 
‘ manufacturers. 
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for further information, write or telephone 


ANELEX CORPORATION 


150-B CAUSEWAY ST., BOSTON 14, MASS. 
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AUTOMATION f@ IN THE OFFICE 


cards from the paper tape created 
on the peripheral units. A mag- 
netic core internal memory elimi- 
nates the normal requirement for 
paper tape and punched card data 
to be in identical sequence. The 
paper tape is read photoelectrically 
at the rate of 800 characters a sec- 
ond and checked before card 
punching. 


Burroughs computers use 
ALGOL computer language 

Burroughs Corp. has added a 
new computer language — ALGOL 
—to the growing semantics of elec- 
tronic data processing. 

Already in use on Burroughs 220 
computers, ALGOrithmic  Lan- 
guage was formulated in Switzer- 
land in 1958 to permit a computer 
to solve problems stated algebrai- 
cally rather than in complex ma- 
chine language. 

Burroughs announced that their 
new algebraic compiler, a_high- 
speed automatic programming sys- 
tem, cuts the time required to pro- 
gram a 220 computer by as much as 
80 per cent. As a result, engineers 
with little programming experience 
can by-pass machine language re- 
quirements and turn over to the 
computer both the construction and 
execution of their programs. They 
can attain sufficient mastery of the 
compiler to express problems for 
computer solution. 

The compiler enables the com- 
puter to translate automatically 
algebraic notations — the natural 
language of problem solving—into 
its own made language,” and 
then go on to solve the problem. 

The Burroughs algebraic com- 
piler yields computer language pro- 
grams comparable to hand-made 
programs that require up to five 
times longer to produce. Minimum 
Burroughs 220 system requirements 
for the compiler include 5,000 
words of magnetic core memory, 
two magnetic tape units, and a 
Cardatron input-output sub-system. 

The automatic programming sys- 
tem has been applied to the expres- 
sion of matrix handling programs, 
and to problems in nuclear physics, 
meteorology, numerical analysis, 
statistics, and linear programming. 
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but why guess when you can be sure...faster... 
with the remarkable mobile EXECUTIVE KARDEX 


Mistakes can be costly. That’s why executives who can’t 
afford to be wrong depend on the Remington Rand Exec- 
utive Kardex for correct on-the-spot information. 


With the Executive Kardex, you just roll the facts you 
need to wherever you are. In the conference room... at 
the plant .. . in the office. 


It quickly cues you on up-to-date information with col- 
ored marginal signals; gives whole histories at a glance. 


So stop wading through unrelated material, costly, time- 
consuming reports. Get the facts you need on inventory, 
sales, personnel, ledger, production and credit . . . on the 
spot with the Remington Rand Executive Kardex. It pays 


to be right — right where you are! 
All Remington Rand Equipment also available on long or short term lease plan. 


Remington. Fland Systems 


DIVISION OF SPERRY RAND CORPORATION 
122 EAST 42nd STREET, NEW YORK 17,N. Y. 
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Visible file cards list every part of this Boeing 707 jetliner. 


VISIBLE FILES SPEED AIRPLANE REPAIRS 


Continental Airlines saves money, improves preventive maintenance 


PREVENTIVE MAINTENANCE, 
the system of checking lor wear and 
malfunction of equipment before it 
breaks down, poses a_ difficult 
recordkeeping problem. Records 
must be kept constantly up-to-date, 
must be readily accessible to per 
sonnel involved, yet must not be 
expensive or time consuming to 
maintain. To attain these ends, 
many companies are converting 
their files to visible recordkeeping 
systems. 

An example comes from the field 
of commercial aviation, an industry 
in which preventive maintenance is 
imperative and detailed records are 
required by the Federal Aviation 


. Agency. (FAA). Continental Air- 


50 


lines, to make its own preventive 


Maintenance system as efhcient as 


possible, recently set up a visible 
filing system created by Acme Vis- 
ible Records, Inc., which enables 
personnel to see in an instant the 
time, date, air-hour check, and next 
check required for each of the hun- 
dreds of parts on Continental's Boe- 
ing 707 jetliners. 

Continental Airlines, headed by 
Robert Six, has a strict policy gov- 
erning the preventive maintenance 
system. Five persons of the 60- 
member local division in Los An- 
geles constantly employ the system. 
Two secretaries devote their full 
time to the paperwork involved. 
The jetliners operate on a schedule 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


that permits one of them to come 
in lor service each day. This means 
that each 707 is in the shop every 
four days for a 50-hour check. Dur- 
ing the flying period each logs from 
10 to 50 hours. 

The personnel on duty pull the 
five trays on the particular liner to 
be checked from the Acme visible 
tray cabinet. The cards in the tray 
list every moving part on the air- 
cralt and show—at a glance—whether 
that part requires a 50-hour, 100- 
hour, 200-hour, or up to 2,500-hour 
check as recommended by Boeing 
or ruled by FAA. 

Chief kaspector Oda Worthy of 
the Los Angeles office flips through 
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the tray cabinets with easy famili- 
arity to point out the minor checks 
to be made at five hours or to com- 


: plete overhauls and dismantling of 

jet engines at increased hours. At 
ye 2,500 hours, for example, entire 
alt sections of the aircraft are removed 
4 for government checks on stress. 


X-ray tests are made of movable 
wing surfaces to determine the 
amount of water that has gathered 
by condensation. A government in- 
spector is on duty at the mainte- 
nance department at all airlines. 


Work cards listing required checks 
are issued to foremen from the rec- 
ords each day, and maintenance 
1p crews swarm over the aircraft to 
. make the required tests and adjust- 
ments. They also replace parts that 
show wear or that the records show 
require replacement. 


| ae 
= 
a 


Each work sheet is initialed by 
the worker, and the exact number 
of air-hours is indicated. These data 


is are later transferred to the visible 
Hi es file. If a part replacement is re- 
- quired at one of the intermediate 
Bihe stops, this information is written 


DECEMBER 1960 


into the pilot’s log and transferred 
to the files in Los Angeles. 

Belore receiving their first Boeing 
707 last vear, Continental built up 
a backlog of $3 million in spare 
parts. It was at this time that 
Worthy established the visible index 
that includes everything from hy- 
draulic landing gears and signal 
lights in the pilot’s compartment to 
the jet engines themselves. 


System assures safety 

Prior to installing the visible rec- 
ords system, Continental used a 
combination of loose-leaf notebooks 
and card indexes that required time 
consuming searching before the in- 
formation was located. The system 
made issuance of daily work orders 
expensive from a time-cost view- 
point. With the new visible system, 
personnel can now slide out a card 
file drawer ‘and see in an instant all 
checking data. 

The new system also gives the air- 
line information that may show, 
over a period of time, that a 200- 
hour check, for example, is either 


Information is taken from pilot’s log book. 


not frequent enough, or that the 
check is not required until 400 
hours of flying time have alapsed. 
On the basis of this information, the 
airline submits its findings tu the 
FAA and asks that it be permitted 
to change its time period check. 
Easy-to-find checking data, ac- 
cording to Continental, are a 
valued factor in saving labor costs 
and assuring safety through com- 
plete preventive maintenance. 
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By] move: 28 AUTOMATIC SEND-RECEIVE SET (ASR)—facilities 


for sending and receiving messages plus tape punching and read-. 


ing. With this unit, messages can be prepared in punched tape 
ahead of time, then transmitted automatically at maximum line 
speed. The ASR set incorporates the major components of the 
Model 28 line in a single, compact console. 


2 | MODEL 28 SEND-RECEIVE PAGE PRINTER—for sending mes- 
sages directly from the keyboard and receiving incoming traffic. 
Both this unit and the automatic send-receive set accommodate 
multi-copy, marginally punched business forms as well as plain 
message paper. Horizontal tabulation and form positioning ar- 
rangements available. 


MODEL 28 TAPE READER—reads punched tape and instanta- 
neously transmits data. As with all Teletype sending units, data 
may go to one destination or a number of destinations simultane- 
ously—either nearby or thousands of miles away. 


4 | MODEL 28 TAPE PUNCH—punches data in “common language” 
tape—also prints the data on the tape, for easy identification and 
handling. Used for message relaying, combining data from several 
sources on a single tape, or providing punched tape as a by- 
product of send-receive operations for later use with business 
machines. 
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Are Your Communications 


Fast Enough? 


Have you checked your communications 
system recently? Is it fast enough? Is the 
information available to all who need it— 
when they need it? Examples: sales orders, 
purchase requisitions, invoices, inventory 
records, management reports, operating data 
of all kinds. Today, such documents and 
data dominate the scene—and profitability 
is often dependent upon how swiftly and 
efficiently they can be handled. 


Teletype equipment surmounts distances. 
Whether your communications are primarily 
inter-departmental or extend across the 
Country—Teletype equipment will provide 
you with quick two-way communications, 
and a printed record at both ends. 


Moreover, by using multi-copy, margin- 
ally punched business forms in Teletype 


printers in place of plain paper, transaction 
time is further speeded and much paper 
processing eliminated. A punched tape can 
be produced at the same time, automati- 
cally, for later use in business machines, 
conversion to cards, etc. 
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Teletype equipment can send out your 
information on a “broadcast” basis. With 
a single typing effort, your data or messages 
are transmitted to as many destinations as 
desired, simultaneously—so that everyone 
is kept up to date. Data can also be col- 
lected from many points in rotation, regard- 
less of geographical separation. For example, 
a Teletype equipment network is an ideal 
adjunct to a centralized computer operation. 


Teletype Corporation manufactures this 
equipment for the Bell System and others 
who require the finest in data communica- 
tions. Can be used with Data-Phone and 
other communications services. 


More Information. Write for descriptive bro- 
chure on Teletype Model 28 line to Dept. 
35M, 5555 Touhy Avenue, Skokie, Illinois. 


TELETYPE 


CORPORATION 


suesioiary of Western Electric Company wc. 
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: BOOKS FOR EXECUTIVE READING 


By MARY D. LYONS 


ALTHOUGH BOOKS are not 
“tools of the office” in the narrow 
sense of the term, surely no one 
since the time of Socrates has 
denied that knowledge is the 
greatest tool of all. The good exec- 
utive owes it to his company, his 7 
employees, and most of all to him- 
self, to keep abreast of the latest 
developments in business and all 
its administrative offshoots. For 
there is no such thing as static and 
constant premises in the field of 
business. The stream of events 
marches forward with ceaseless regu- 
larity and innovation. This year 
of 1960, especially, has seen dra- 
matic changes, problems, and boons 
in the fields of automation, eco- 
nomics, personnel attitudes, and an 
endless number of new manage- 
rial policies and theories. In order 
to keep up with the pace of mod- 
ernity, today’s business manager 
must indeed accept change as the 
only constant. As with everyone 
else, he learns through experience, 
observation, and the written word. 
Following are reviews of some of 
the books published in 1960 that ‘ 
should be of particular interest and 
importance to anyone charged with 
the responsibility of administration. 


ayy et oe 
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J. K. Lasser’s BUSINESS MAN- 
AGEMENT HANDBOOK, edited 
by Sydney Prerau. McGraw-Hill 
Book Co., 330 W. 42nd St., New 
York 36, 842 pages. $12.50. 

In this newly published book, 
various phases of modern business 
management are discussed by prom- 
inent executives, each treating his 
own specialized area. Practical 
pointers are offered on the organi- 
zation, operation, and management 
of business that can lead to better 
management decisions and con- 
trolled courses of action. 
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Revised and updated, this second 
edition brings fresh working infor- 
mation on laws regulating a_busi- 
ness and its customers, fair trade 
practices, antitrust laws, retail 
price maintenance, and other im- 
portant areas of today’s business 
management. Included in the 
handbook is coverage on how to 
find the right market for a prod- 
uct, how to reduce turnover among 
employees, and how to select the 
right kind of insurance for any 
kind of business within limits of 
the price the manager wants to 
pay. In addition, the book ‘suggests 
how to avoid business frauds, cut 
down on paper work, and develop 
and maintain good customer rela- 
tions. As a business guide, it pro- 
vides answers to many questions 
covering every department and 
phase of modern business organi- 
zation, operation, and management. 
It also provides tables, checklists, 
and concise statements of fact that 
aid in obtaining information on 
business questions. 

THE MANAGER'S JOB, Edited 
by Robert Teviet Livingston and 
William W. Waite. Columbia Uni- 
versity Press, 2960 Broadway, New 
York. 457 pages, $10.00. 

This book is a compilation 
olf 32 papers on aspects of mana- 
gerial responsibility that have 
been selected from papers pre- 
sented at Columbia University’s 
Utility Management Workshops 
from 1956 to 1959. The workshops, 
held at Harriman, N. Y., were 
originally organized to help develop 
managers for the public utilities 
industries. The problems discussed 
are: qualifications necessary for a 
company president, managerial 
techniques at all administrative 
levels, the manager and his human 
relations, communication and man- 
agement, the selection, appraisal, 
and development of managers, and 
theories of decision-making. 

The book is divided into five 
major parts: The Job of the Top 
Manager, The Job of Any Man- 
ager, The Manager and Human 
Relations, Communication and 
Management, Development of 
Managers, and Decision Making. 
In the first chapter, Robert T. Liv- 
ingston (professor of industrial 
engineering at Columbia Univer- 
sity and director of the Utility 
Management Workshop) sets the 
pattern for a review of the field of 
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top management and for the first 
presentations to the members of the 
Workshop. He describes the con- 
ceptual mechanism of the operation 
and the place occupied by the 
managerial system in carrying out 
the operation. 

Chester Stackpole explores the 
reasons for the existence of either 
harmony or conflict among the sev- 
eral aspects of the manager’s job, 
as well as various means of pro- 
moting or exploiting harmonious 
relationships for the benefit of all. 

Donald C. Power and Allen Van 
Wyck present the picture of the 
top executive from the vantage 
point of experience: “His is a 
lonely position because he must 
make the final decisions on basic 
policy matters. He must guide and 
help his subordinates in .reaching 
their decisions without usurping 
the authority to make the decisions 
while, at the same time, guarding 
against the possibility of a serious 
mistake at the lower level.” 

Erwin H. Schell stresses the use 
by the executive of existing focus 
and situations to the advantage of 
the organization. He also empha- 
sizes the desirability of insuring the 
future of the organization by in- 
suring the quality of future man- 
agement. “Management is no 
longer equivalent to ownership, 
but is now a_ widespread social 
function in which everyone partici- 
pates.”’ 

Other authors contributing to the 
book are: Kendrick Porter, Perrin 
Suryker, Felix Wormser, William 
W. Waite, F. O. Rouse, John P. 
Foley, Jr., Melvin W. Thorner, 
M.D., Goodwin Watson, William 
Exton, Jr., David B. Hertz, Fred 
Rudge, Fred G. Lippert, Ernest R. 
Acker, Harold F. Smiddy, Harllee 
Branch, Jr., and J. Theodore 
Wolle: 


EDP IDEA FINDER, Edited by 
Richard G. Canning, Roger L. Sis- 
son, and Margaret Milligan. Can- 
ning, Sisson and Associates, Inc., 
Los Angeles, Calif. 656 pages. 
$69.00. 

“The Idea Finder” covers three 
years of growth in the field of elec- 
tronic data processing—1957 through 
1959. It presents the important 
literature of that period in a new 
and informative format. The book 
is divided into broad areas of in- 
formation: EDP in management, 


EDP system design, sociological 
aspects of EDP, equipment, opera- 
tions research, EDP applications, 
and a list of supplementary 
resources. 

Each of these areas has been sub- 
divided into specific subjects that 
develop the main theme. Beginning 
with 1957 and continuing through 
1959, the articles are arranged 
chronologically within each subdi- 
vision. The development of any one 
idea or activity is thus easily ac- 
cessible. The book presents an 
accurate and easy means to provide 
the reader with information that 
ordinarily would involve a great 
deal of complex research. 


CLASSICS IN MANAGEMENT, 
Edited by Harwood F. Merrill. 
American Management Assn., Inc., 
1515 Broadway, New York 36. 446 
pages. $9.00/AMA members: $6.00. 

The purpose of this book is to 
make available to the manager se- 
lections from the works that have 
influenced the development of his 
activity toward the status of a pro- 
fession. In a sense, it makes the 
executive {amiliar with his heritage. 
Each of the book's selections offers 
a picture of the development of 
management theory and practice. 
The “Classics” include essays by 
Robert Owen, Charles Babbage, 
Capt. Henry Metcalfe, Henry Rob- 
inson Towne, Frederick Winslow 
Taylor, Henry Laurence Gantt, 
Russell Robb, Harrington Emerson, 
Alexander Hamilton Church, Leon 
Pratt Alford, Henri Fayol, Frank 
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Bunker Bilbreth, Oliver Sheldon, 
Mary Parker Follett, Harry Arthur 
Hopf, and George Elton Maye. 


Gr a ws mare 


ORGANIZING YOUR JOB IN 
MANAGEMENT, by Carl Heyel. 
\merican Management Assn., Inc., 
1515 Broadway, New York 36. 
$4.50/AMA members: $3.00. 

This book instructs the reader 
how to analyze his work habits— 
how to get more out of every meet- 
ing and conlerence—delegate in a 
way that gets things done. The 
author advises upon the premise 
that many executives work more 
hours than their employees and 
still feel they haven't enough time 
to do a top-flight job. The book is 
an efhcient guide that outlines what 
the executive can do to organize 
for maximum personal accomplish- 
ment. Included among the chapters 
are: Lack of Time: Problem or 
Symptom; Where Does the Time 
Go; The Job in Perspective; Iden- 
tifying the Main Problem Areas; 
Time Robbers: Worries and Ten- 
sions; and Practical Steps Toward 
Self-Organization. 


LISTEN, ‘MR. PRESIDENT, by 
George Black Chilton Co., 56th 
and Chestnut Streets, Philadelphia 
39. $5.00. 

In the foreword to this book au- 
thor Black states, “Best seller lists 
are filled to overflowing with the 
offerings of slick word wielders who 
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Books are management’s greatest tools .. . 


have found a scapegoat in the ex- 
cesses of one facet of advertising. 
While the public drinks deep and 
lives vicariously in an enchanted 
world of moonshine and models, 
an important, and vital profession 
is being dealt a low blow. One 
purpose of this book is to make it 
clear that industrial advertising is 
a serious, deliberative business re- 
quiring judgment and understand- 
ing. 

Mr. Black claims that the com- 
pany president should be equipped 
with that understanding so that he 
may pass judgment on his own ad- 
vertising and marketing program. 
Helping give the president this 
knowledge is the intent of the book 

and also to make clear that 
“martinis, machination, and make- 
believe’’—as certain popular books 
paint it—is not the world of ad- 
vertising. 


MARGINAL ASPECTS OF 
MANAGEMENT PRACTICES, by 
Frederick N. Firestone. Bureau of 
Business and Economic Research, 
Graduate School of Business, Michi- 
gan State University, East Lansing, 
Mich. 80 pages. $3.50. 

This investigation of modern 
management is based upon two 
large questionnaires framed by 
James S. Earley and distributed by 
the American Institute of Manage- 
ment. Mr. Firestone explores how 


respondents use techniques such as 
accounting and mdrketing analysis 
in arriving at price policies. The 
author then compares these policies 
with those expected of the competi- 
tive model as developed by Alfred 
Marshall. 


TOP MANAGEMENT HAND- 
BOOK, Edited by H. B. Maynard, 
President, Maynard Research Coun- 
cil, Inc. McGraw-Hill Book Co., 
Inc., 330 W. 42nd St., New York 
36. 1,248 pages. $17.50. 


This newly published handbook 
is the combined message of 60 busi- 
ness leaders on management and 
managing. Under the editorship of 
Dr. H. B. Maynard, they have pro- 
vided a source of information both 
on fundamentals and on their own 
proved practices. They deal with 
management only at the top level, 
but also in each area of activity 
management; what it calls for in 
the manager’s thinking and ability; 
and how it can be carried out for 
the best good of the company, the 
manager, and society at large. 

The book covers each function 
of management from the point of 
view of the top executive, usually 
the president, as well as the head 
of such activities as sales, produc- 
tion, marketing, and finance. It 
emphasizes the nature of manage- 
ment and managing in a develop- 
ment of overall concepts. Such 
elements as the task of manage- 
ment; gathering information; di- 
recting, guiding, and leading; evalu- 
ating and measuring results; pro- 
moting innovation; managing the 
marketing activity; building and 
retaining top management; and 
other important areas are covered 
with case material intended to help 
the reader appraise and reorganize 
his own activities. 

The author list ranges from 
David Rockefeller, vice chairman of 
Chase-Manhattan Bank, who con- 
tributed the foreword to the book, 
through Thomas J. Watson, IBM 
president; Owen Cheatham, chair- 
man of Georgia-Pacific; Clarence 
Francis, Studebaker-Packard chair- 
man; and William T. Brady, Corn 
Products Company chairman. Also 
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Milton Lightner, chairman of 
Singer Manufacturing Co.; Judge 
Byron K. Elliot, president, John 
Hancock Mutual Life Insurance 
Co.; Admiral Ben Morrell, retired 
chairman of Jones and Laughlin 
Steel Co., and many others. 


THE NEW SCIENCE OF MAN- 
AGEMENT DECISION, by Her- 
bert A. Simon. Harper & Brothers, 
49 E. 33rd St., New York 16. 50 
pages. $2.50. Dr. Simon, who is 
Professor of Administration at the 
Graduate School of Industrial Ad- 
ministration, Carnegie Institute of 
Technology, outlines in concise 
form how electronic devices are be- 
ing extended to the control of judg- 
ment as well as to routine opera- 
tions. The author describes the in- 
novations in the area of “heuristic” 
programming (developments that 
have penetrated the mechanics of 
human thinking) that allo:’ us to 
apply this new knowledge to un- 
raveling significant mysteries of 
man’s mind. Dr. Simon reflects 
upon the organizations and social 
implications of these rapid techni- 
cal developments and projects— 
from present certainties to future 
probabilities. He sees the future 
business organization as a complex 
man-machine system in which ex- 
ecutives and other white-collar 
workers collaborate with comput- 
ing machines in processing informa- 
tion and making the decisions— 
both routine and novel—for con- 
ducting business. 


MANAGEMENT CONTROL 
SYSTEMS, by Donald G. Malcolm 
and Alan J. Rowe. John Wiley & 
Sons, Inc., 440 Park Ave. South, 
New York 16. 375 pages. $7.25. 

This book discusses the proceed- 
ings of a symposium held at the 
System Development Corp., Santa 
Monica, Calif. The symposium was 
called to explore the present condi- 
tion of systems, likely future devel- 
opments, and the need for research 
in the field. Included in this book 
are the papers that were presented 
at that meeting and a summary 
of the discussions that were con- 
ducted. System Development Corp. 
is a non-profit corporation char- 
tered to “receive and administer 
funds and property exclusively for 
scientific, educational and charit- 
able purposes for the public wel- 
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Yow, tn one volume—ALL OF THE 
INFORMATION, PRETESTED 
METHODS YOU NEED TO ANSWER 
ANY OFFICE MANAGEMENT QUESTION! 


OFFICE MANAGER’S 
HANDBOOK 


A complete and practical handbook for office supervisors 


Every office supervisor will find this new handbook a compact and complete office 


management tool. 


It answers thousands of questions regarding every phase of 


office administration—recruiting and training, job analysis and compensation, 
cost control, office layout, new mechanization procedures, discipline, communica- 


tions, vacations, credit unions—you name it, 


it’s here. Scores of illustrations 


offer suggestions for bulletins, forms, organization charts, office manuals, and 


much more. 


Carefully compiled and edited by The Dartnell Corporation, the valuable experi- 
ences of other supervisors like yourself are yours to share and profit from. 


1,375 Pages—5 by 8 Inches—Flexible Covers—59 Sections—Illustrated and Indexed 


SOME OF THE QUESTIONS 
ANSWERED IN THIS HANDBOOK 


What are the eight basic steps to cost control? 
How should | set up and operate a steno pool? 


Can my company offord electronic data proc- 
essing? What can it do for us? 


What should be included in a good manual 
of office procedure? What should be left out? 


What compensation are office executives get- 
ting these days? 


Can | train office employees to write better 
letters? How? 


In leasing office space, what factors must 
| consider? 


How can mail costs be lowered? 


What are the requirements of a good systems 
program? 


GUARANTEED TO SATISFY 
or your money back! 


AN APPROVAL ORDER 


l The Deortnell Corporation—Book Dept. 
' 4664 Ravenswood Avenue ! 
I Chicago 40, Illinois 1 

! 


Gentlemen: Please send a copy of the 
| OFFICE MANAGER'S HANDBOOK. If it | 
| doesn't fill the bill ($15, plus postage), I'll | 
l return it within 10 days for full credit. | 


11) Bill us [] Check attached |! 


t 


Firm Name 


Individual ond Title 


" 
=z 
2 


City Zone 


: 


(Circle No. 15 on Reader Inquiry Card) 


57 


. it. ae See |. Se ee aes | a eee ier ee 
fl ae = : — ai : y ' na : a |e “ 3 a ae 5 a A aan = iF a, oe ae 
1: ‘ " 7 ; Pie 
I a 
Tal 
| - ; : “§ 
ee , 
ee . 43 
f | | - 
Ate . 
Fi 
— | ‘ ] 
{ a | | 
p iy ‘i S $|| ee ‘ e agai ; mi = Ss 5, mated el ee A F: 
Si: | eee ee Wee cecal pias ‘ F ee, Oa sr 
| med So ee Ge) ie ; 
EE = j , | a en | 
es 4 2 ‘i a Tigi; Sais ae 
r 2a £ 4 fs OM a 3 a >, oe Ae est rf a3 a 
eee | Fee cee ae A ok Lh ees 
ie it: See ie ins m nae ay " me 
: Ms | |. * «OS eee eet 
. es 6 a Pie pete 
+e i] =f . ee : j bes ee Mist eta ‘ie 
* ses a t 
| \ it er = ; 
2 hs i, “Weg a] ae ; 
I : ia is ae $ 00 
i 3 "i Ua! 
p roe 
| Tie Dartucll | 
he a 
Ge ‘a 
ay id 
' a | 
§ " “ 
B Hy 
i. ee 
i 
ee | 
3 Ee 
5 Fp ul 
¢ 
Ls i i 
i ae J 
ae 
I 1 
7 I uf 
se! ee | va 
as Se leis | 
| a | 
e | — | 
; | | | 
P i] qquscessusesessscess aeecorenecscenecceenececsssnecanece+arececsvcccosneesnseeccceneescanseccssceecereene 
| a all 
: | ee — ih die day itr tees anes ae ; 
FP |_| | 
} ¢ Abe 


TOOLS FOF THE ‘OFFICE 


fare and security of the United 
States of America.” Under this char- 
ter, SDC has engaged in developing 
computer-operated control systems 
for the military. 

“The proper relationship of the 
management function and electronic 
computers is of vital concern in 
this work. In the designing and 
computer programming of — large- 
scale control systems, a fundamental 
requirement is to obtain the best 
match of the human being and the 
control function. At System Devel- 
opment Corporation, this task has 
been undertaken with the tools of 
systems and analysis. Specialists de- 
velop the most appropriate man- 
machine relationships; data-process- 
ing experts develop computer pro- 
grams; and operations research and 
management specialists aid in the 
analysis .. . of the systems.” 

WRITING FOR BUSINESS, by 
Wilkinson, Menning, and Ander- 
son. Richard D. Irwin, Inc., Home- 
wood, Ill. 369 pages. $6.65. 

This is the third edition of the 
book, “Writing For Business” which 
first appeared in 1951. Twenty-nine 
new articles have been added and 
31 of the old articles have been 
dropped. But the original purpose 
and nature of the book remain. The 
book brings together a variety of 
articles written recently on the 
theory and practice of business 
communications. The volume was 
designed for businessmen interested 
in knowing the new trends and for 
college students preparing for busi- 
ness careers. Specifically, this col- 
lection of articles attempts to: (1) 


Books keep the executive well informed .. . 


provide a concentrated statement 
of the results of business writing 
experience; (2) bring into the class- 
room, directly from practitioners (in 
their own words) , support for, and 
illustrations of, the teacher's ideas; 
(3) combine theory and _ practice 
to help develop both a philosophy 
and a methodology for improving 
business writing; (4) present a brief 
historical perspective on the devel- 
opment of modern business writing 
principles; (5) stress the public re- 
lations function of business and cor- 
respondence in addition to its prime 
purpose of transmitting information 
and persuading. 


SAMPLE DESIGN IN BUSI- 
NESS RESEARCH, by W. Edwards 
Deming. John Wiley & Sons, Inc., 
140 Park Ave. South, New York 16. 
517 pages. A textbook written from 
the point of view of the theoretical 
Statistician in industry, the work 
includes surveys of consumers, sur- 
veys in psychological problems, sur- 
veys of attitudes and opinions, sur- 
veys of business establishments, sta- 
tistical problems in accounting, 
auditing, evaluation of inventory, 
appraisal of property, and the in- 
spection and testing of physical ma- 
terials. 

The author states that sampling 
is not a- procedure for selecting a 
part from the whole, nor a sub- 
stitute for a complete investigation. 
Rather, sampling is the scientific 
method of investigation and _ infer- 
ence, in which demonstrable _re- 
liability is requisite. Indeed, the 
major portion of the content of 
new techniques in the management 
sciences, called by various names 
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such as operational research, queu- 
ing theory, and methods of simula- 
tion, consist mostly of applications 
of the theory of sampling.” 
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WAGES AND SALARIES, by 
Robert E. Sibson. American Man- 
agement Assn., Inc., 1515 Broad- 
way, New York 36. 224 pages. $5.25/ 
AMA members: $3.50. 

A handbook for line managers, 
this book suggests ways of answer- 
ing such questions as: “Why can’t 
I get a raise?” “Why does another 
department get bigger paychecks?” 
“Why is my job limited to a par- 
ticular grade?” The author, Robert 
E. Sibson, has written extensively 
on personnel subjects and is an 
AMA seminar leader. For this par- 
ticular book, he made a detailed 
survey of wage and salary practices 
in 15 leading companies to identify 
specific problems of line managers 
in this area. 


STAFF IN: ORGANIZATION, 
by Ernest Dale and Lyndall F. 
Urwick. McGraw-Hill Book Co., 
Inc., 330 W. 42nd St., New York 36. 
250 pages. $6.00. 

The authors of this book discuss 
the fact that as businesses grow 
in size and complexity they are like- 
ly to find their organizations ap- 
proaching diffusion unless some 
more effective form of coordination 
is utilized. The present coordinators 
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—the men at the head of com- 
panies, divisions, and departments- 
are frequently overwhelmed with 
work; many of them regularly put 
in 50 or 60 hours a week, and in- 
creasingly their health is suffering 
in consequence. 

The authors suggest a_ possible 
solution, an organizational device 
that is often misunderstood by busi 
nessmen and even by organizational 
specialists: the use of genera! staff 
men. They claim that the genéral 
staff man, one of whose titles usual- 
ly is “assistant-to,” is widely em- 
ployed in business today, but be- 
cause there is so much misunder- 
standing of his functions and status, 
he is often less valuable than he 
might be and sometimes is an actu- 
ally disruptive force in the business 
organization. 

To ascertain when, and how, the 
business executive can utilize the 
device of the general staff, the book 
explores what executives do in their 
working time. It examines the vari- 
ous types of staff found in business 
today and their relationship to the 
line; analyzes: the theory and use 
of staff in military organizations 
(which encountered the problem of 
large-scale organization earlier than 


business did), and explains how 
military practice must be modified 
for business use. It also discusses 
the use of the general staff men 
by U.S. Presidents, and shows what 


business can learn from White 
House experience. 

Actual case histories of successful 
and unsuccessful assistants-to, with 
analyses of the reasons for success 
or failure, are provided as guides 
for executives who are using or 
planning to use general staff men, 
for organizational specialists, and 
for men who hold the position or 
aspire to it. 


MANAGERIAL DECISION- 
MAKING, by R. W. Morell, Ph.D. 
The Bruce Publishing Co., 400 
N. Broadway, Milwaukee 1, Wis. 
201 pages. $6.00. In the face of in- 
creased automation and decreased 
personalization, Dr. Morell states 
that decision making remains the 
province of the individual and de- 
pends ultimately on his own abil- 
ities of analysis, deduction, and ra- 
tional procedure. Increased knowl- 
edge and efficiency in these abilities, 
he says, means increased oppor- 
tunities for personal business suc- 
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cess. The book concludes with 12 
actual case studies of problems faced 
by “real flesh and blood” com- 
panies — many of whose problems 
may resemble the reader’s own. 
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MANAGERIAL PERFORM- 
ANCE STANDARDS, by Virgil K. 
Rowland. American Management 
Assn., Inc., 1515 Broadway, New 
York 36. $5.25/AMA_ members: 
$3.50. 192 pages. 

This handbook deals with the 
challenging concept of setting stand- 
ards for executive performance. It 
focuses on the dynamic relationship 
between the executive and his sub- 
ordinates. According to the author, 
“man-to-boss” is the weakest link 
in the chain of communications. 
The subject of the book is how to 
strengthen this link and thus gain 
improvement in employee perform- 
ance and relations. 


MANAGEMENT PRACTICES, 
by Richard C. Anderson. McGraw- 
Hill Book Co., 330 W. 42nd St., 
New York 36. 312 pages. $7.00. 

This book takes a good long look 
at modern management principles 
and practices. It emphasizes 
the need for developing a 
high standard of creative human 
effort in the business organization. 
The specific skills needed by a man- 
ager are discussed, and suggestions 
are given on how to acquire them 
and use them to motivate people 
to produce creatively and efficiently. 
The book also explores’ the social 
responsibilities which modern man- 
agement should observe, and _pro- 


vides information on how to im- 
prove human relations in business. 

Checklists are included which 
help evaluate manager performance 
in such areas as formulating com- 
pany policy; organizing the business 
effectively; developing creative per- 
sonnel relations; financing the busi- 
ness; and supervising employees. 
Case examples, tabulations of man- 
agerial functions, and numerous 
charts and diagrams supplement the 
discussions. Among the subjects cov- 
ered are specific methods for cre- 
ating and maintaining high-level 
personnel performance; _ practical 
guides to efficient delegating, di- 
recting, coordinating, communicat- 
ing, and motivating; effective tech- 
niques for improving organization 
structures; and detailed suggestions 
lor sound operational planning and 
successful executive action for busi- 
nesses of any type or size. 


THE CRISIS WE FACE, by 
George Steel and Paul Kircher. 
McGraw-Hill Book Co., Inc., 330 
W. 42nd St., New York 36. $4.95. 

Some of the worrisome conclu- 
sions arrived at in “The Crisis We 
Face,” are: “American automation 
is not developing as fast as it must 
if we are to meet foreign competi- 
tion. . . . If we fail to produce sub- 
stantial advances in automation dur- 
ing the next decade we shall 
have a succeeding decade of eco- 
nomic depression.” 

The authors state that we cannot 
support an increased defense effort 
and also raise our standard of liv- 
ing unless we produce more per 
worker, and the only way this can 
be done quickly is through auto- 
mation. “But,” the authors contend, 
“present trends in the design of 
automation have led to enormous 
computers and too-elaborate factory 
controls. Unless this trend towards 
complexity is reversed, we cannot 
get the economic benefits we need. 
This means that we shall have to 
abandon foreign markets to cheaper 
labor and to growing competition 
by the Russians in the automation 
field. Before long we shall find 
our own economy upset unless we 
can raise our trade barriers, but this 
will turn the free world against 
us. The authors claim that Amer- 
ican designers can develop the kind 
of automation we need but that this 
will come about only if American 
management gains the technical 
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know-how needed to control auto- 
mation research and design. “We 
face the crisis of inadequate auto- 
mation, long delayed . . . the prob- 
lem arises primarily from incom- 
petent leadership and organization- 
al inadequacy, not from technologi- 
cal necessity, and this is where the 
Russians have the advantage.” 
While discussing the economic crisis 
this is bringing about, the authors 
concentrate on the damage that is 
being done to our defense system. 
They explain the reason behind 
the fact that some electronic com- 
puters have not saved much money, 
though they can add one hundred 
thousand times faster than a man. 
The Government Accounting Office 
recently released a severe censure 
of government use of computers to 
control defense inventions, saying 
that they had not saved money nor 
improved the “out of stock” situa- 
tion. 

According to the book, our man- 
agement methods must take a major 
share of the blame for these fail- 
ures. Dividing a job into parts and 
handing pieces of it to various de- 
partments or subcontractors is all 
right for consumer products. But 
weapons systems and computer de- 
signs must be integrated. This 


‘means that no single part can be 


built without considering the effect 
it has on all other parts. Under 
present methods of managing, which 
the authors analyze in great detail, 
this integration never takes place. 
The result is that computers and 
automation devices often have thou- 
sands of transistors and other active 
parts while in most cases only a 
few hundred are needed. The costs 
go up into the millions, yet the re- 
liability may be less than for a TV 
set. 

The authors analyze in detail the 
management organization tha has 
produced this dangerous over-com- 
plexity, and stress the need for an 
entirely new approach. They also 
suggest that managers should be 
better educated scientifically, that 
research should be initiated sooner, 
that there must be a higher ratio 
of research to development, that 
system components must be stand- 
ardized sooner, programs must be 
made more flexible, and trained 
executives must have time to think. 
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Books provide the means for self-development . . . 


Theic must also be a much greater 
integration of operations; a system 
of technical audit and research au- 
thorities must be set up. In short, 
the authors believe that the future 
of our defense system requires a 
revolution on the managerial level. 


EXECUTIVE GUIDE TO BUSI- 
NESS PROCEDURES, edited by 
Sidney Prerau. McGraw-Hill Co., 
330 W. 42nd St., New York 36. 255 
pages. $4.95. The book outlines 
what to do, what not to do, and 
what to look out for when handling 
major business problems for trans- 
actions. It presents hundreds of 
pointers embodying tested solu- 
tions, workable methods, and help- 
ful suggestions which lead to man- 
agement’s decision making. The 
book provides a convenient outline 
for checking every step to be taken 
in organizing or reorganizing a 
business — developing good public, 
customer, and stockholder relations 
—controlling salesmen’s expenses— 
planning efficient ofhce layouts—fi- 
nancing and borrowing—getting ef- 
ficient control from accounting 
systems, preventing fraud and em- 
bezzlement, budgeting for profit, 
designing an effective cost system, 
and performing many other essen- 
tial operations. Particularly helpful 
is the wealth of pointers in the 
book on today’s tax laws. 


WORK IMPROVEMENT, by 
Guy C. Close, Jr. John Wiley & 
Sons, Inc., 440 Park Ave. South, 
New York. 388 pages. $7.75. 

In this book the author incor- 
porates the methodology and _ tech- 
niques used by business, industry, 
and service organizations to reduce 
costs and increase productivity. He 
explains the use of a_ systematic, 


& 


|. Wark 


. a 
c. cost. 
ev Oe 


organized method for solving cost 
problems in a practical manner. 
Suggestions are given on how to 
eliminate waste time, energy and 
material — and which tools are ap- 
propriate for the type of problem 
being studied. The analytical ap- 
plication of work sampling and 
principles of motion economy, the 
comparative utility of job simplifi- 
cation versus job enlargement, and 
the use of imaginative thinking are 
described and explained for all— 
from foremen to executives—who 
are interested in work improvement. 
Each technique is supported and 
illustrated by actual examples and 
case histories. 


PLAIN LETTERS, by Mona 
Sheppard. Simon and Schuster, 630 
Fifth Ave., Rockefeller Center, New 
York 20. 305 pages, $4.50. Miss 
Sheppard suggests that the short 
cut to writing plain letters may be 
summed up in 4-S principles: Short- 
ness, Simplicity, Strength, and Sin- 
cerity. She offers 14 suggestions to 
show the reader how to shorten let- 
ters by getting right to the point 
and cutting out business jargon. 
She states six, ways to simplify letters 
and thereby make them readable. 
Specific examples from the files of 
leading statesmen and businessmen 
illustrate how successful writers win 
their readers through the strength 
of positive words and the sincerity 
of natural words. The book also 
contains sections on good letter 
form, simple sentence construction, 
and planning of content. Two of 
Miss Sheppard’s favorite letter 
writers are Abraham Lincoln and 
Walter Hines Page. She also uses as 
examples letters by Thomas Jeffer- 
son, Theodore Roosevelt, and 
William James. 
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THE ART OF PERSUASIVE 
TALKING, by Lynn Surles and W. 
A. Stanbury, Jr. McGraw-Hill Book 
Co., Inc., 330 W. 42nd St., New 
York 36. 296 pages. $4.95. 


Practical techniques and sugges- 
tions for talking clearly and con- 
vincingly in everyday business sit- 
uations are presented in this newly 
published book. The author uses 
a realistic, person-to-person ap- 
proach and explains how to win 
sympathetic listeners and get ideas 
across in conversations, meetings, 
informal talks, and other areas of 
spoken communication in business. 
Outlined in the book are principles 
that can be applied whether talking 
with one person or before many— 
whether speaking extemporaneous- 
ly, delivering prepared talks, or de- 
bating issues. 


THE WASTE MAKERS, by 
Vance Packard. David McKay Co., 
119 W. 40th St., New York. 340 
pages. $4.50. 

In advertising circles, especially, 
one of the most discussed books of 
the year is Vance Packard's spirited 
attack upon the advertising and 
marketing media, “The Waste 
Makers.” Presently “number one” 
on the best-seller list, ““The Waste 
Makers” deals with the new 
“philosophy of waste’ which the 
author claims is being insidiously 
ingrained into consumers’ souls by 
advertisers. Mr. Packard asserts that 
through the capacity of America’s 
productive system to produce more 
goods than it needs, there has re- 


sulted an increasingly frantic effort | 


on the part of industry, its pro- 
moters, marketers, and merchandis- 
ers to persuade the buyer to waste, 
waste, waste. He says, “Marketers 
in the mid-twentieth century have 
been subjecting the consumer to a 
barrage of selling strategies that has 
rarely heretofore been matched in 
variety, intensity, or ingenuity. Mil- 
lions of consumers are manipulated, 
razzle-dazzled, indoctrinated, mood- 
conditioned, and flimflammed. They 
are conditioned to be discontented 
with last year’s models, and they 
are conditioned to accept flimsily 
built products.” 

The book discusses planned ob- 
solescence and “product death,” 
forced consumption, and all the 
gimmicks and gadgetry with which 
he claims the marketers make 
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Pitney-Bowes scales have an auto- 
matic mechanism that is fast acting, 
accurate—and keeps its accuracy. 

The hairline indicator quickly 
registers the exact weight. Big chart 
markings are easily visible, highly 
legible. 

A PB scale makes mailing faster 
and easier, soon pays for itself in 
postage saved and errors avoided. 

Seven models, including an 
international postage scale, a parcel 
post scale with 70 Ib. capacity, and 
a small scale for the small office. Ask 
the nearest Pitney-Bowes office for 
the scale you need. Or send coupon 
for free illustrated booklet. 


FREE: Handy desk or wall chart of latest postal 
rates, with parcel post map and zone finder. 


Pitney-Bowes 
MaILinG SCALES 


«ip 


Made by the originator of the postage 
meter ... 139 offices in U.S. and Canada 


(Circle No. 36 on Reader Inquiry Card) 


Weak old scale 


wastes postage! 


Because it overweighs. And you 


overpay! An unnecessary extra 
four cents postage on as few as ten 
letters a day runs into a hundred 
dollars a year—wasted! 


If your old scale is stiff and rusty, 
it underweighs ... And your mail 
arrives “Postage Due’’—which is 
irritating to the recipients, and does 
your corporate image and customer 
relations no good at all! 

An accurate scale is a real 
economy in any office. And you 
can’t find a better mailing scale 
than those precision made 
by Pitney-Bowes. 


Se eee eee eee eee eee eee eee ey 


Pitney-Bowes, INc. 
2985 Walnut Street 
Stamford, Conn. 


Send free booklet ( rate chart TJ 


Name 


Address 
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monkeys out of consumers. Packard 
admits, “Most of my best friends 
are advertising men,” and _ his 
wrath seems to have been primarily 
provoked by statements such as the 
following made by Victor Lebow, 
marketing consultant, which ap- 
peared in The Journal of Retail- 
ing: “Our enormously productive 
economy demands that we 
make consumption our way of life, 
that we convert the buying and use 
of goods into rituals, that we seek 


new IU). 


Books can stimulate original thinking 


our spiritual satisfactions, our ego 
satislactions, in consumption 

We need things consumed, burned 
up, worn out, replaced, and dis- 
carded at an ever increasing rate.” 
Mr. Packard also objects to a state- 
ment which appeared in the Jan- 
uary 19, 1960 issue of Printers Ink: 
“Perhaps most important of all, 
(the researchers) are edging toward 
that ultimate question for adver- 
tising: How can the consumer, like 
Pavlov’s dog, be taught the habit 


tation collator 


Fully automatic . . . unprecedented performance 
without the penalty of high price or space waste! 


Announcing a new dimension in col- 
lating versatility, accuracy, speed and 
compactness — the all-new, completely 
automatic Rotomatic by Thomas Col- 
lator Industries, Inc. If you collate in 
volume, you'll want all the details on 
the Rotomatic’s ease of total opera- 
tion and multiple savings. For com- 
plete information and prices, without 
obligation, write today. 


Accurately collates, counts, staggers or 
stitches 25,000 sheets per hour 


Exclusive push button programmer permits 
different jobs to be run at same time 


Occupies only 17% sq. ft. of floor space 


Loads in less than 7 minutes ... no 
adjustments for vacuum systems, fans, 
weights, finishes 


Handles sheet sizes from 7” x 8” to 11” x 
14” in most every weight and finish 


Offers more features at a lower price than 
any other collator on the market 


Me Thomas Collator Industries, Inc. 


Dept. E4, 100 Church Street, New York, New York 
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of buying a specific brand? (Print- 
ers Ink, by the way, responded to 
Mr. Packard's book with a seven- 
page retort compiled by the same 
number of ad men.) 

Although the major part of the 
book is devoted to describing the 
disease, author Packard offers some 
interesting remedies in the final 
chapters. 


THE SPENDERS, by Steuart 
Henderson Britt. McGraw - Hill 
Book Co., 330 W. 42nd St., New 
York 36. 296 pages. $4.95. 

Dr. Britt, a psychologist and 
professor of marketing and adver- 
tising at Northwestern University, 
considers his book an answer to 
Vance Packard's ““The Waste Mak- 
ers” (reviewed above). He states: 
“The consumer is king today. Our 
nation has moved from an ‘era of 
scarcity to an era of plenty, and 
this makes the role of the consumer 
more important than ever... No 
one has yet come forward with an 
adequate substitute for his sover- 
eignty in the market place 
Business has no choice but to dis- 
cover what he wants and to serve 
his wishes, even his whims.” 

The book seeks to provide an ex- 
planation of how American business 
(especially advertising media) is 
really the consumer's servant, since 
it offers an insight into the con- 
sumer’s actions and reactions, mo- 
tives, desires, and needs, and also 
explains how the products he buys 
are marketed and advertised for 
his benefit. 

“Yes,” writes Dr. Britt, “the con- 
sumer has finally come into focus, 
and the psychological and _ socio- 
logical analysis of his behavior, his 
values, and his attitudes are being 
examined from all sides. The con- 
sumer wants to live in security, but 
with leisure and in luxury. And 
the consumer also has a new-found 
freedom, the power of income with 
which he can “vote” in the market- 
place either YES or NO .. . to buy 
or not to buy.” 

Author Britt answers critics of 
advertising by pointing out that 
although the public enjoys com- 
plaining about advertising, it evi- 
dently has enough confidence in it 
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to go ahead and buy advertised 
products more than those which are 
not advertised, “ the greatest 
advertising campaign in the world,” 
he continues, “cannot turn a poor 
product into a good one any more 
than it can force somebody to buy 
something he doesn’t want. What 
advertising can do—and does—is to 
create awareness about products 
and services. It seeks out and stimu- 
lates wants. It defines the differ- 
ences between products. It demon- 
strates how things can be done 
better, more easily, more satisfy- 
ingly. In short, advertising presents 
us with the opportunity to desire, 
to select, and to buy if we wish . . . 
and it gives us information we need 
in order to make our choices.” 
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ELEMENTARY MATHEMAT- 
ICS OF LINEAR PROGRAM- 


MING AND GAME THEORY, | instantly, too. @Has 2” capaci- 
by Edward G. Bennion. Bureau of 

Business and Economic Research, ty —yet holds even one sheet 
Graduate School of Business, Mich- securely. No marring. No holes. 
igan State University, East Lansing, ° - 
Mich. 140 pages. $5.00. @ The ideal work organizer. 


This book is written for the read- re ae Hundreds of uses—work sheets, 

er who wishes to learn the rationale 
underlying linear programming and : photos, catalogs, letters, sheet 
game theory. The author, by limit- f We, ' music, blueprints. Genuine 
ing the scope of his discussion to “he 
fundamental concepts, has designed | 4, pressboard— —red, black, grey, 
his book to meet the needs of the | green or blue. Letter, legal size. 
mathematically unsophisticated 

ey reader. The result is a scholarly ASK FOR ACCO’s new booklet + 

. contribution to a growing field of “IdeasThat Save Time and Space” 

oy Aig study which should be of great aetna accent 
Asati ti Or write: ACCO PRODUCTS, ACCO PUNCHLESS BINDER 
interest to business practitioners. A Division of Nateser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 

*TM pending 
(Circle No. 1 on Reader Inquiry Card) 
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4 Wireless dictation system N-2 
The Remote-Tape wireless dictation system automatically records mes- 
sages dictated into a pocket size microphone-transmitter as much as one 
half mile away from the recording unit. Consisting of a wireless micro- 
phone, a receiver-control unit, an actuator (starts and stops the recording 
i unit) and a standard Stenotape recording-transcribing unit, the recorder 
operates only when messages are being dictated. Price of the system with- 
out the Stenotape recording unit is $995. American Geloso Electronics 
Inc., 25! Park Ave., South, New York. 
} 
4 Stamp pad N-4 
The wafer-thin, push-pull Stam- 
pad does not require inking to 
make several thousand impressions. 
The “ink-less” product is disposable 
and clean to handle. Old Town 
Corp., 750 Pacific Street, Brooklyn 
; 38, N. Y. 
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N-1 


Mechanically operated, the “O01” 
auxiliary key punch offers a simple 
means for punching numerical data 
into IBM cards. The unit is light 
in weight and has a built-in recept- 
acle for catching paper chips. Panels 
Wires, Inc., 755 Pennsylvania Ave., 
San Francisco 7. 


& Key punch 


4 Electric typewriter N-3 


One of three new electric models 
recently introduced by the company, 
the Raphael electric typewriter pro- 
duces typescript by a carbon rib- 
bon. Variable spacing in which each 
character is alloted the space on 
the paper that its size requires is 
another feature of the machine. 
Underwood Corp., | Park Ave., New 
York 16. 


q Pneumatic tube N-5 


The Erecto Airtube system is pre- 
engineered and preassembled at the 
factory in a complete packaged unit 
for simplified installation. Oper- 
ating from a 110-volt outlet, the 
power unit is built into a stylish 
steel cabinet permitting a low noise 
level. Lamson Corp., Lamson St., 
Syracuse, N. Y. 
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4 Microfilm projection N-6 


Microfilm material can be trans- 
mitted instantly from a_ central 
point to a remote high-resolution 
television screen without vidicon 
camera or lights, with the new 
Microfilm Video Transmission Sys- 
tem. The viewer at a remote loca- 
tion can scan the projected micro- 
film or enlarge a portion of it up 
to 60 times microfilm aperture size. 
Greater clarity of image is achieved 
electronically by using 945 scan 
lines, compared with the 525-line 
system of U.S. commercial TV. 
Alter inserting the microfilm card 
in the aperture, the operator of the 
system (above) selects any number 
of monitors on the system to receive 
the picture. The complete transmit- 
ting unit shown here is expected 
to sell for about $12,000. Monitor 
units with remote control would 
cost approximately $2,000. Nord 
Photocopy & Electronics Corp., 300 
Denton Ave., New Hyde Park, N. Y. 


> Modular file unit 


Correspondence folders are filed 
radically in the horizontal “Roto- 
Tier” modular unit of the speed- 
line file cabinet. Occupying a stand- 
ard floor area 48 inches wide by 
42 inches deep, the file can be ex- 
panded, one Rotor-Tier at a time, 
to a maximum of six tiers, or ap- 
proximately 24 ordinary file draw- 
ers. Wassel Organization Inc., 225 
State St. West, Westport, Conn. 
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A reusable magnetic belt is taken 
from the “Executary” secretarial 
transcribing unit, one of three new 
ofhce models recently introduced by 
IBM. The executive dictat- 
ing machine provides 14 minutes of 
recording time with a full remote 
control microphone. Other features 
include: dual purpose soundhead 
with built-in erase circuit, punch 
through index slip holder, play 
back through microphone or built- 
in loud speaker, instant scanning, 
unlimited review in measure se- 
quences. International Business Ma- 
chines Corp., Electric Typewriter 
Div., 545 Madison Ave., New York. 


4 Microfilm printer N-8 


Roll or unitized microfilm can be 
read or an enlarged print made 
under ordinary lighting conditions 
by the Documat microfilm reader- 
printer. The table top unit employs 
a photographic process and may be 
used without special operator train- 
ing. Documents may be scanned or 
reproduced simultaneously. Docu- 
mat, Inc., Belmont, Mass. 


A Electric calculator N-10 


‘Ten fingers indicate the ten-key 
numeral keyboard of the new Ten- 
keymatic automatic electric calcula- 
tor. Three-dial proof of all entries 
and answers is given by the machine, 
and an internal memory bank stores 
answers obtained in multiplication, 
addition, and subtraction, for later 
use. Marchant Div., Smith-Corona 
Murchant, Inc., 6701 San Pablo 
Ave., Oakland 8, Calif. 
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NEW SYSTEMS AND EQUIPMENT 


Staplex 


A Stapler N-I1 

The Double-Header portable au- 
tomatic stapler operates on 110-volt 
AC current and will staple as quick- 
ly as the work is fed. The machine 
can be adjusted for center distances 
of 214 to 61% inches between staples 
and for depths of one-eighth of an 
inch to three inches. Staplex Co., 
777 Fitth Ave.. Brooklyn 32, N. Y. 


A Hat and coat rack 


Hats and coats are neatly accommodated on this single shelf, tubular 
steel wall rack, available in 17-, 25-, 33-, and 49-inch sizes. No caps or screws 
are required for assembly; the only screws necessary are those furnished 
for wall mounting. Precision Mig. Co., 831 Chicago Ave., Evanston, Il. 


4 Copier N-13 

Business papers using half-tones, 
solids, or colored material can be 
faithfully reproduced by the Elec- 
tro-Stat, a desk-top copier using an 
electrophotographic process. Five 
copies per minute can be produced 
at a cost ol approximately 31 9 cents 
per copy; no liquids are used in 
the process. The machine can be 
purchased tor about $1,495, or rent- 
ed for approximately $45 per 
month. American Photocopy Equip- 
ment Co., 2100 W. Dempster St., 
Evanston, Ill. 


4 Presentation system N-14 

The Thermo-Fax overhead pro- 
jector is part of a new visual com- 
munications system which operates 
in normal light and can_ project 
data from almost any document in 
seconds. A Thermo-Fax projection 
transparency (an 814- x 11-inch plas- 
tic sheet) is inserted in an ordi- 
nary Thermo-Fax copying machine 
with the original document and 
emerges after four seconds ready for 
projection. Reproductions of an 
original can be made for projection 
in positive, negative, or colored 


q Viny! covering 


N-15 


An electronically sealed, vinyl cov- 
ered loose-leaf book with turned 
edges is now being made available. 
Said to be an advance over “‘tear- 
seal” edge binding, the new finished 


edge vinyl binder is the product 
of an electronic “welding” process. 
Vinyl Case Div., Peterson Electronic 
Die Co., Inc., 199 Liberty Ave 
Mineola, N. Y. 


form. Cost of transparencies ranges 
from 13 to 16 cents; the overhead 
projector sells for $395. Minnesota 
Mining and Mfg. Co., 900 Bush 
Ave., St. Paul 6. 
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DECEMBER 1960 


economy priced to save you money ——continuous-duty design for 
long trouble-free service—interlocked keyboard ——direct-action 


function keys—direct subtract —repeat add and subtract —7/8 cap. 


“addo-x” stands for a family of versatile adding-calculating ma- 


chines——backed by nation-wide service and repair parts facilities 


see your dealer or write: “addo-x” 300 Park Avenue, New York 22 


(Circle No. 3 on Reader Inquiry Card) 
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VERY DAY the “paper work”’ mounts. Never 

before in the history of business has the 

handling of detail been so important — taken 
so much of management’s time. 


But there’s a way to cut through this maze 
and to find more time for the really productive 
work. It’s a simplified plan by Shaw-Walker — 

N Q W “‘time-engineered”’ to organize every one of your 
eoe papers for instant finding, no matter how big 
or involved your record keeping. 


. Finding is up to four times faster. Operating 

more time for costs for help are reduced. But most important, 
there’s less to hamper and delay decisions; 
management has more time to manage. 


For today’s cost- and time-conscious manage- 
I } lana g e { } ent ment Shaw-Walker time-engineering research 
has now produced — Error-Proof filing sys- 
tems; Automatic Expanding file drawers; Work 
Organized ‘‘clutter-proof” desks; Step-Saving 
fireproof equipment; Time-Saving payroll 
plans; Efficient automation accessories; and 
Numerous Other Devices that facilitate re- 
cording, filing and finding of records. 


You can see them at one of our 17 branches 
or 470 dealers. Alternately, write for Shaw- 
Walker Office Guide which describes and prices 
all 4000 items. Request on business letterhead. 


aS wa 


woes 
fie AS 
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“Built Like a 


kyscraper” 
HAW- ALKE Largest Exclusive Makers of Office Equipment 
. Muskegon 6, Mich. Representatives Everywhere 
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3 OFFICE MANAGEMENT 
Gy: and AMERICAN BUSI- 
NESS sponsors the 
| “Office of the Year’ 


| 

eo awards, given each 
year for the past ten 

il years to the nation’s 


six leading new offices. 


pen 
ere 


The desk of Lawrence Lerner, presid 
papers on the wall rack. Potted plant lends natural stability; standard file components are concealed behind colorful stripped facing. 


: EXECUTIVE OFFICE ACCESSORIES 


7 are subordinate to office design, essential to the executive 


able impression on the minds of 
all its visitors—an impression in- 
separable with the personality of 
THE MODERN executive office is the executive. Austere offices are 


By JOHN M. SINE 


DECEMBER 1960 


a practitioner of mimetic art: It 
must put on many faces. Executive 
offices in the large corporation 
must be especially facile in becom- 
ing many things to many people. 
In a more august era the executive 
office stamped a single unmistak- 


joining the iron-fisted executives, 
who are passing into oblivion. 
Profetsional office designers are 
called upon by the modern execu- 
tive to “throw back the blinds,” to 
leave upon the office the mark of 
an artist, and to make his place of 
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‘1 
fal "Letter tray of walnut laminated to alum- 
inum is from Peter Pepper Products, Inc. 


Bis ie 


4 : : 
Executive dining and conference room at C. J. La Roche & Co., is made accessible 


from the kitchen by a sliding picture; an arrangement by Designs for Business, Inc. 


Story book offices are for story book executives 


; Revolving closet by Michael Sa- 
phier and Associates becomes a 
richly grained cylindrical accessory 

when opening is hidden from view. 


work more functional. The office, 
therefore, is conceived as a decora- 
tive and functional whole, enriched 
by the contribution of each of its 
units: wall, ceiling, floor, furniture, 
and accessories. Color, the lifeblood 
of the decorator, is used without 
hesitation in all areas of the execu- 
tive office. 

A new appendage is growing on 
the concept of the modern office. 
Corporations are making the exec- 
utive office a showcase for visiting 
businessmen and_ stockholders—an 
inspired symbol of the corporate 
temper. Toward this end, dec- 
orators, public relations counsels, 


' 


and public relations-minded execu- 
tives are engaging in the new 
activity of image making, as did 
their literary forebears, Milton, 
Dante, and Homer. With socio- 
logical confidence, a company will 
design the executive office to re- 
flect the image most superficially 
beneficial to itself, and most super- 
ficially digestible to the public. But, 
as one wag suggests, an executive 
office without an impressive, func- 
tioning executive, is very difficult 
to remember. 

Conservative opinion on the sub- 
ject chides the superficial and 
desires the executive chamber to be 


A desk set is the standard approach to executive accessories. This set 
in stainless steel-trimmed leather is a product of Chicago Desk Pad Co. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


Mae Pith to emt Ree SL ee | * i tl, Seberang aa 
HE, pe : a r WES Ste i mes Sas Se ee C 6. ea » " 
eat: . aa : ai es Ce 2 Th eee Se | ee ne 
BS a ~ enre 3 . ‘ ‘ gin 
, as a isi. “a ee t 
} ae ; een ~ ‘ 4 ae 26S Eien s 
; Ps cee. ceace Ere ss co ing : ye ay . : 
de. Os eg " - oe, = ae 
1" | s% fi i oe eines >" eee i a” 
| = : 2S ee ee og Mena a 
4g = gh Spe. i ar ee i fe és J 
as et) 5 j jot ; oe ae ea lll een be ' 
£ 4 . ie igi on Beier aN ry bal ee 
: 1 le ; gee pete a Ae ; 
. : a oe ei ee Wee ; 
: Fork ey * ng rs : ete. at ~ * re Ja 
j wearer ie. ee : * spend a. ares +. : 
: eo St ea 4 i ‘ 3 ~~ a ee 
pee 9 Ps See ca | i Fs sd : : } 7 eet eecal 
p ie ‘i a ~ c 4 3 4) a Lond 
ae ice wees i ee ‘ 
; Be PIE Bic se. it *% - -, ov 7 rt Ao at 
7 a, im Pa ban | 3 ae \ 
3 {< ae 0808 be A\ ae 
ete ’ aoa) eae - i -— sci , 
boris Ry a et st ’ inli® i - ” ie 
ee Aste ana = ee - | a a ‘ No 
Fee iF e refi Be i 8 a ie 4 : ay of oe é 
Lie Capa aS : Sata i i a2 
Y ays — ? Ang “4 + . ; ay 
.. eyo et ee ae aa i ‘y pes : t 
aa 7 al tie Pah Bi a 4 vee 4 ; t i a a = : i 
Low ae a 4 * — i - ig “hye 4 
ie a ae WW Ad ee an f ii : ayot ' , ; : aa P, 2 : : s\ 
£9 ssi ’ se a. wi i k. Som .\ i 
poe Ey |S = | ees ee x ve © weer vas . u see 
ai ia ee Bs ~ee ee tar 2 | 
ae \ \ oat a ae é eee ON ae Py, a “aipi ay . ee 
da. : Trt eeaeaN a Dihe ks “nega eas ef Fae APs 
f a << ie ‘ bed ‘6 4 yy ae: “Sy 
. “IF : & wa eC ~. ahi be ‘ va as 
ae 
Sk 
> ae 
° > 
r ei 
iu 
‘ at 
pars aa 
} . +7 
i 6 
eh 
a 
; ; 
f - gen. 
- . 4 
ie ones geen er ei 
‘ ee i ae ; 
: , 4 | 
a , ey wii bik ig g if 
- a 4 ‘ ¥ 
‘ "5 agi 
| A Hae r ‘at 
5 « bs ." 
w | naan Bi 2 “= 
: ; ey | . ea 
: of i, ¢ gh) = a 
i i ae ss ry 
parcly: ot Fseray aaa = 
; , Sa hee oir f per 
‘ ; aoe a oly 7 Ie 
i « 3 m eu ; 
: ‘ vy Be aig, 4 di 
‘ BS ; Ye 3 , py 
; % o \ Tie ee a etd ie 
: : { 4 a Hs be pe 
‘ a i ee i 
¢ a a 
f < Bw nt 5 4 
ss : ae ret fi 
f . i H SEY 7 at 
f ¥y ae errr. . i 
: e i ; i hoy 
j ‘ S es : Re ae a 
a8 —— ee cas » ok 
: | sees | | K> ; 
; . ‘ ; j 7 G i oe 
es i .i fesue oF a; 
os pak bE: * £ ' - 
je 4 4a.g " eee ; : yy 
4 ss 7 <9 =| 
: \ rT Bs: 3) - - Ay. 
5 . | ae a ’ ie 
7 x= | ap O48 Fe 
: z . “4 : ‘ > ‘ = . if 
|e, cae = 
, { 4) ee : \ ad) ‘ 
« wt A t ict’ \ EN re ee ds 
; ‘ ge Tae bs \ ' oe, oy * 
4 ti : ‘ iia aes 5 \ add Bae j ; 
; dete u ee iG Beckee Ps i 
a a ee ee hs lee pce Yc , et 
; : a \ * | 5 a ae | tvgt | ely E es 
eens an 1 || as fea ee G de 
4 oe 2 ; "i be rd ‘ * hit: ar . ae “af 
* i 7 ' : a | ie oie |e Be . 
; > * VV - 0 | poelie Mia aoe "ane aye 
VE et ee 2 =H 
“a i - SS ee B i 
£ y ames " 2a . ae Ty THe y 
| | aw cm * ly | 
: : 4 ‘ Y ‘ 
i. 
. } 
7 70 SS t 
“t 
J q 4 
Maa yes ed 
4 sf 1 Rey. 
caer cs oe is a" “| i a) See ags a aan See ee ie ee Ca in Oey Ls” ie ‘ eases eed et aN ah” id Coie oO ae fe — 


4 


ee STE : 


An oiled Genezero-Walnut lamp by 
Zina from Maison Gourmet, Ltd. 


a place in which the executive 
works. It should, of all things, look 
as though it is worked in. 

Accessories, in either case, play 
a subordinate part in the total 
office design. Unpremeditated ac- 
cessories will not be found in the 
corporate image-office. Each object, 
including the smallest ash tray, will 
be staged according to the effect it 
produces under various dramatic 
lighting conditions. It is a story book 
office from conception to comple- 
tion. An office in which the execu- 
tive works will naturally have 
accessories of a utilitarian—t.e. less 
artistic character. 


Personal accessories 


There will probably be a desk 
pad with its accessories, a hat rack, 
bookends, paper weights, a stapler, 
and perhaps a favorite mug for 
pencil stubs. More personal items 
will also appear with disregard to 
any scheme of decoration. A picture 
of the wife and children or a loving 
cup won in the tennis tournament 
will be displayed on his desk or in 
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Telephone booth and compact kitchen for client convenience and refreshment adds 
dimension to conference room facilities at Michael Saphier and Associates. 


Bookends containing du- 
plicates of the black stone 
tablet of Shulgi, circa 
2065 B.C., are from Mu- 
seum Pieces, Inc. History 
and art combine to make 
a practical accessory for 
the executive office. 
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fs At the Butterick Company, furnished by Designs for Business, Inc., 
wooden accessory sheif is used to display the company’s product. 
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a prominent place in the room. An 
amateur archaeologist might display 
a cluster of fossils; a bibliophile, 
his rare editions; a pilot, the model 
of his favorite aircraft. The dis- 
played object may have little rele- 
vance to the corporate purpose, but 
it indicates an area of personal 
interest and often, very expert 
knowledge. 

Compromise plans, in which the 
corporation chooses a basic design 
for all offices of similar executive 
rank and allows the executive to 
choose his cwn accessories, have 


Executive office by Stephen Leigh and Voila! The traditional setting is transformed into a working office through 
Assoc., is furnished in traditional manner. access to filing cabinets, storage shelves, closed circuit TV, and a bar. 
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A comfortable seating arrangement sets off this executive office of traditional design. Paneling is Flexwood. 
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People who make their living at 
tracking down facts and finding out 
things that you could find out your- 
self if you had the time—they’re the 
ones who told us about the $61.23. 
They added up and averaged many 
cases of executive time loss, clerk 
time loss, time loss on makeovers, 
and other real losses, costs and 
wastes. And they came up with a real 
average cost—a loss—of $61.23 for 
each and every paper of record which 
is misfiled even temporarily in big or 
small business, yours and ours in- 
cluded. 

Papers that become permanently 
lost cost more. 

There is no sense, we have found 
from our long-time filing experience 
at Y&E, in trying to reduce the cost 
of misfiling to something less than 
$61.23. The only thing to do about 
the $61.23 is to get rid altogether of 
the circumstances which cause it. A 
Y&E aim which long ago led to the 
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invention of a filing system which 
mechanically prevents misfiling and 
record loss. 

This basic system is fifty years old. 
Has since had a half century of proof 
and perfection added to it so that 
today anyone using it can find filed 
papers in less than 10 seconds, some- 
where near an unofficial world’s rec- 
ord we believe. 

This Y&E system itself is not for 
sale. We give it away to anyone who 
buys Y&E filing guides, folders, in- 
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dexes and so forth. And the cost of 
these, we think, is no more than the 
guides, indexes, folders and so forth 
which your secretary may now be 
buying at the corner stationer’s. 

We have written a booklet which 
very simply explains the simplicity 
and working nature of this Y&E sys- 
tem, titled Y&E Direct Name Filing 
System. We will mail you one if you 
will send us this coupon between now 
and the next time a misfiled paper 
costs you another $61.23. 


YAWMAN & ERBE 


A STERLING PRECISION CORPORATION 
1003 Jay Street, Rochester 3, New York 


Send me the free booklet Y&E Direct Name Filing System please. 
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Furniture shown from Thomas Furniture Co., High Point, N.C. 


Decorate with Du Pont 


“Fabrilite’”* .. . the handsome, almost-indestructible vinyl upholstery. “Fabrilite” 
‘stays new-looking—not just for today or tomorrow—but for years. It never 
shows signs of heavy office traffic... soilings sponge away...colors glow 
brilliantly indefinitely. Result? You cut down on heavy cleaning bills, replace- 
ment costs. Profits stay with you. Why settle for hit-and-miss GUPIND 
stocks. Make a blue chip investment—Du Pont “Fabrilite.” a 


BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 


DU PONT VINYL UPHOLSTERY 


*Fabrilite’ is Du Pont’s registered trademark for its elastic-supported vinyl upholstery. 
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been successful. Although furniture, 
closets, communications equipment 
will be the same in each office, the 


- color and design of fabric will be 


the choice of each executive. Per- 
sonal tastes vary to such a degree 
that the offices appear to be dissimi- 
lar in every respect. The company 
is thus assured of the basic sound- 
ness of design in the executive 
office and derives pleasure from the 
personal choices of its individuals. 


Architectural innovations 


An accessory can be an architec- 
tural innovation as well as a mov- 
able object of admiration. In place 
of a wall, one company built an 
aviary of floor-to-ceiling glass panels 
between an executive office and the 
reception area. Work tables, sofas, 
and bars are often made to fold 
into the wall; wastepaper baskets 
are objects of continual conceal- 
ment. Although architectural devi- 
ations are the product of an imag- 
inative interior designer and _be- 
come a prominent element in the 
total office design, there are many 
such accessories that can be placed 
in any executive office without cus- 
tom-tailored preparation. 

Accessories often become the out- 
let for executive eccentricities. Chin- 
ning bars, ant colonies, steam cab- 
inets, aquariums (one containing 
a flesh eating piranha) have been 
items of executive interest in a few 


Utensils are handily kept by this desk 
caddy, a product of M. Wille, Inc. 
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Special-steel torsion bar 
that can't even be seen 
from most positions re- 
places unsightly coil 
springs, gives superior 
tilt performance. 


POISED 
FOR 
4 BUSINESS 
OR 
TAKE-OFF? 


Spring-loaded chair controls 
are as passé as 
this double-breasted suit. 


One business hazard you don’t have to put up with any 
longer is the coil-spring tilt mechanism in your executive 
swivel chair. 

In one stroke, the Bassick Flo-Tork chair control has abol- 
ished all the old tilt-chair bugaboos: springs, squeaks, 
squirms, and apuaanng sudden stops at the end of tilt- 
ing travel. 

And a Flo-Tork equtuget chair is so simple, clean-looking, 
smooth-acting...and comfortable...that you really have 
to see it and try it to appreciate it. 

No unsightly, unsafe, protruding springs — Streamlined 
Flo-Tork replaces bulky, ugly coil spring with compact, 
lightweight, effective torsion bar—so unobtrusive that only 
results let you know it’s there. 

No squeaks, no oiling required—Silent Flo-Tork has ny- 
lon bearings to take care of that. No metal-to-metal contact 
in this tilt mechanism. 


No squirms — Easy Flo-Tork side adjustment lets you adapt to your weight while 
sitting normally upright—no stoops, no bends, no getting down on the floor or turn- 


ing chair upside down. 


No jars— Flo-Tork brakes you to a gentle stop at end of travel with a natural cush- 


ioning action. 


Office managers: Make sure your next tilting office chairs are equipped with 
Bassick Flo-Tork—the only modern chair-tilt control. 0.28 


THE 
BASSICK COMPANY 
BRIDGEPORT 5, CONN. 
IN CANADA: 
BELLEVILLE, ONT. 


mbo! of 


IT] Bassick 


Excellence A DIVISION OF 


STEWART-WARNER CORPORATION 
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1: crisp new design 

in office furniture 

i Now quantity production 

~! makes advance styled furni- 

be ture affordable and practical 

for the general office. Inter- 

7 changeable components al- 

y low unlimited combinations. 

ae 


Write for free brochure. 


THE LEOPOLD COMPANY 
Burlington, lowa 


AHEAD! 


> 
‘dl 


“OMI ‘SBUNLDId Wan ‘0961 


Mr. Magoo says you can’t afford 
to be near-sighted about cancer. 
Too dangerous. Too much to lose. 
Maybe your life. 

Got to look ahead. Play it safe. 
Many cancers can be cured if de- 
tected early and treated promptly. 

Be far-sighted. Have a health 
checkup every year. It could save 
your life. 

AMERICAN CANCER SOCIETY 


76 


cases. The point at which an acces- 
sory becomes a gadget must depend 
a great deal upon the executive 
whose judgment should be capable 
of discerning a tasteful course in 
such matters. There is a current, 
fashionable desire to sweep from 
the desk, as cobwebs are swept from 
the brain, all paperwork and clut- 
tering utensils. Once the center of 
executive accessories, the desk set 
is being challenged by the bare 
desk top for executive office favor. 
Modern in design and execution, 
the desk set still presents a useful 
approach to accessories for the ex- 
ecytive office. Consisting generally 
of a large blotter pad, calendar, 
pencil or pen holder, and smoking 
accouterment, matching pieces such 
as letter trays, waste paper baskets, 
clocks, weather instruments, and hat 
stands, can be extended to the en- 
tire room. 


Museum replicas 


An ensemble of executive acces- 
sories can be matched in natural 
woods, plastic laminated wood or 
vinyl, and in matching or comple- 
mentary decorator colors. 

Replicas of museum sculpture 
are becoming popular accessories 
for executives with historical or 
artistic interests. Pieces range from 
an authentic copy of the Rosetta 
Stone dating to 196 B.C., which is 


Working space is quickly obtained from a fold-down work table in 
the rear of Mr. Learner’s office (see p. 69). Couch is below. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


Fashionable: a bare desk 
Standard: a messy desk 


Brentwood barometer, thermometer, and 
hygrometer from Airguide Instrument Co. 


oe 


SANG AMY 


inet 


Day-Keeper calendar from Eaton Paper 
Corp., keeps a month’s schedule in view. 
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... before 


I got my 


Of course I’m still a bear... 

but I’m a comfortable bear... 
Take it from me, Cramer chairs 
help fight fatigue; they promote 
speed, accuracy, and best of all they 
pay for themselves over and over 
in low maintenance and increased 


worker output! 


I know. I’ve got a den full! 


Be sure YOU are Backed by the Best 


Write for Complete Details 


POSTURE CHAIR COMPANY, INC. 
625 Adams ° Kansas City, Kansas 
(Circle No. 14 on Reader Inquiry Card) 
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three feet in height, to the figure- 
head taken from the bow of the 
Charles H. Lunt, a clipper ship 
built in 1859. There are also small 
pieces of statuary from primitive 
tribes as well as copies of Rodin. 


Avoid confusion of scraps of paper . . . lost 
opportunities . . . forgotten duties and ap- 
pointments. Use the MEMOGENDA. Permits 
constant survey of work ahead . . . results in 
working without strain. Checks out completed 
tasks and builds valuable history of activity 
Users say they gain more time for living by 
making the best use of their working hours. 
MEMOGENDA is a 96-page book, wire bound 
in a flexible leather-like covering. The right 
hand pages (81/2 x 11) have numbered lines, 
one for each item. Opposite pages are for 
additional memos . . . includes instructions 
for use, an annual reminder, 3-year calendar, 
and active telephone list. 


Price $30 a dozen F.O.B. factory, or send $3 
for sample, postpaid. Full refund if it isn't 
the best investment you ever made. 


KANO LABORATORIES 
(Circle No. 28 on Reader Inquiry Card) 


GENUINE ENGRAVED 


Le etal 


DIES ano | $ OO For 
PROOFS ~~ 1000 


Gace BUSINESS CARDS 
500 $ll_ - 


BUSINESS ANNOUNCEMENTS 
500 ONLY $28 


MEMBER OF 
BIRMINGHAM 
CHAMBER OF COMMERCE - 
BETTER BUSINESS BUREAU 


DEWBERRY ENGRAVING CO. 


3201 - 4TH AVE., SO. - BIRMINGHAM, ALABAMA 


FREE 
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1000 $15 


Plants give the executive 
office a natural grace 


Exact duplicates of originals, by 
Museum Pieces Inc., are made from 
molds taken directly from the orig- 
inal. A prepared liquid composition 
is poured into the mold which then 
becomes a stone-hard facsimile of 
the original when dried. After fur- 
ther checking of the copy and more 
heating, the reproduction is hand 
colored to match the subtle color 
tones of the original. 


Picture frames are important 


Original paintings and good re- 
productions are assets to any ex- 
ecutive office. Moreover, the pic- 
ture frame should be given thought- 
ful consideration. A frame can pro- 
vide the proper setting for a paint- 
ing and add glamour and complete- 
ness to the wall. It more often list- 
lessly surrounds a picture. An oil 
painting requires expert framing 
advice and workmanship. The mat- 
ting or framing of prints requires 
a similar degree of good sense, if 
not the facility of expert hands. 


Potted plants give the executive 
office a natural grace that cannot 
be obtained from other accessories. 
A blooming plant, or diminutive 
trees that possess colorful berries 
and fruit, can add a dash of red 
or orange to the office as well as the 
fresh green of living foliage. Non- 
blooming plants, such as Ficus 
Exotica, give the office a lace-like 
finesse and soften the strict, un- 
turned lines of contemporary fur- 
nishings. Also available are small 
palms that have lush vegetation 
and are deeply rich in color. 


Is the bar disappearing? 


According to a New York deco- 
rating firm, the bar is becoming less 
popular as a permanent accessory 
in the executive office. Refreshment 
is more often served from a rolling 
cart stationed in the organizational 
pantry than from a niche in the 
executive office. Some companies 
equip the executive lounge with 
small bar facilities instead of the 
individual offices, while others dis- 
courage the practice altogether. 


What factors can be responsible 
for the new trend? None, positively, 


Modern in design, these sets containing ; 
Parker Jotter pens are of distinctly 
grained walnut laminated to aluminum. 


NEW Weekly Book 


Lists ENTERTAINMENT Detail 


ALL tax-required details go in handily, to 
provide full, SAFE records. Complete and 
convenient BEACH'S will serve you - best. 
Also, Monthly Books and Weekly Sheets 
Sales Leader in U.S. At Stationers, or Write: 
BEACH PUBLISHING CO. 
19829 W. McNichols Rd., Detroit 19, Mich. 


Terrele No. vo 4 => — > Card) 


AMERICA’ S FINEST, SAFEST 


MAIL BAGS 
ARE MADE BY CAN . PRo 


CANVAS AND 
LEATHER OR ALL 
LEATHER 


MOLDED RUBBER 
BOTTOMS 
SAMPLES SENT 
“ON APPROVAL” 


Top quality Mail Bags in sizes and at 
prices to meet every office need! Used by 
nationally known organizations coast to 
coast. Write for literature, prices today! 


Another Subsidiary of J. M. Nash Co., Inc. 
31 E. MeWilliams St., Fond du Lac, Wis. 
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says the design firm. Executive job 
requirements are changing. The 
new executive, whose roots have 
only recently been transplanted 
from the hothouse soil of the uni- 
versity, has tastes and habits that 
differ from those of the executive 
whose tale of success begins at the 
shipping dock, the workbench, or 
the mailroom. The shift from a 
personal bar in the office to the 
bar in the executive lounge reflects 
the corporate team approach in 
which executives have equal status. 
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There are no rules for the pur- 
chase or placement of executive 
office accessories. Happily, designers 
and decorators provide a constant 
stream of imaginative products and 
groupings that fit into any execu- 
tive office. 


The staff of Office Management 
and American Business wishes to 
acknowledge the cooperation of the 
following companies that provided 
information and photographs: 
Acme-National Refrigeration Co.; 


ae 


For a do-it-all kit of refreshment the Debonair “packaged kitchen” from Acme-Nation- 


al Refrigeration Co., offers complete cooking, washing, cooling and storage facilities. 


At Coro Inc., the office of the president is visible from the reception area through 
an aviary of colorful winged accessories. Picture courtesy of Designs for Business, Inc. 
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Airguide Instrument Co.; Chicago 
Desk Pad Co.; Pittsburgh Corning 
Corp.; Davis Products Corp.; Delux 
Craft Mfg. Co.; Designs for Busi- 
ness, Inc.; Eaton Paper Corp.; Hol- 
comb & Hoke Mfg. Co.; Hyalyn 
Co.; Stephen Leigh and Associates; 
Maison Gourmet, Ltd.; J. F. Marr 
Co.; McDonald Products Corp.; 
Museum Pieces, Inc.; Peter Pepper 
Products; Jens Risom Design, Inc.; 
Michael Saphier Associates, Inc.; 
United States Plywood Corp.; M. 
Wille, Inc. 


Saves Time, 


Saves Steps, 


| Saves Money 


TALK-A-PHONE 


INTERCOMMUNICATION 
ed H Dependability 


Symbol! of Quality and 
Only the New TALK-A-PHONE 
has these exclusive features! 


@ DYNASONIC SELECTOR. Select station per- 
formance, intermix or change as needed. 


@ MULTI-MAGIC STATION SELECTOR. Up to 
50-station capacity in same attractive 
cabinet. 


© “PRIVATE” or “NON-PRIVATE” MASTERS 
and STAFFS. Converse in privacy, answer 
calls from a distance. 


@ NOISE-FREE, VOICE-RANGE POWER. 
Rugged, All-Transistor, high-gain ampli- 
fier provides exceptional clarity and nat- 
uralness of tone. 


PLUS ... Incoming Call Chime; Busy Signal; 
Monitoring Signal; External Relay 
Control; Reciprocal Power Supply . . . 
all as standard features of the New 
TALK-A-PHONE 


a 
Proportioned like a book, only 3-inches high. 
The look and feel of fine-grained leather, 
with the strength and rigidity of steel. In 
charcoal gray and brushed chrome. 


A.1.A. File Number 31-i-51 


Write for 
free brochure 
and name of 


TALK-A-PHONE CO. 


Dept. OMAB-12 
5013 N. Kedzie Ave., 
Chicago 25, Illinois 


nearest 
distributor 
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‘ou Get Things Done With 
Boardmaster Visual Control 


vy Gives Graphic Picture of Your Operations—Spot- 
lighted by Color 


“ ! vy Facts at a glance — Saves Time, Saves Money, 
Prevents Errors 


} vy Simple to operate—Type or Write on Cards, Snap 
in Grooves 
uling, Sales, Etc. 
} ve Made of Metal. Compact and Attractive. Over 
i 500,000 in Use 


Full price $4950 with cards 


—-_ 


FREE 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
= {Circle No. 26 on Reader Inquiry Card) 


24-PAGE BOOKLET NO. G-200 
Without Obligation 


Ask about 


BARKLEY 
Open Shelf File Supplies 


Open shelf filing is a “must” where 
space is at a premium for there 

are no space consuming drawers 

to be opened. Barkley open shelf file 
supplies make hundreds of files visible at 
one time; permit filing higher than 

eye level; permit using all the valuable 
floor space, and cost less to operate 

too. Ask us for complete information. 


-C. L. BARKLEY & CO. 


ps stg 1921 © All Phones MOnroe 6-7061 
/W. VAN BUREN ST. * CHICAGO 7 


(Circle No. 7 on Reader Inauiry Card) 


vy Ideal for Production, Traffic, Inventory, Sched- 
| 


ais 


CATALOGS 


Algebraic compiler 

Bendix Corporation, Computer Division, 5630 Arbor 
Vitae St., Los Angeles 45. A 32-page, illustrated booklet 
presents ALGO algebraic compiler for the Bendix G-15 
| general purpose computer. Based on ALGOL, the in- 
ternational algebraic language, the new compiler is 
explained with the aid of step-by-step examples of 
operational characteristics; the language of ALGO is 
described and a typical ALGO program explained. 


Mail handling equipment 


Label system 

Sten-C-Labl Inc., 1821 University Ave., St. Paul 4, 
Minn. Label systems for addressing multiple shipments 
are depicted in a colorful brochure. Illustrations show 
label making as a by-product of invoice, order, or bill 
of lading preparation on manual or electronic equip- 
ment; the label used on a squeeze-feed ink applicator 
to make thousands of imprints; and use of Sten-C-Labl 
to imprint Panl-Labl on cartons. 


Data conversion 


are also discussed. 


Computer 
Control DataCorp., 501 Park Ave., Minneapolis 15, 
Minn. An outline of capabilities of the 160 Computer 
is presented in a well illustrated 16-page booklet. Areas 
in which the 160 can be applied are listed, and its ex- 
pandable data processing system is stressed. The com- 
puter’s list of 62 instructions is given along with 
execution speeds. The booklet also describes address- 
ing modes, registers, input-output, and projection. 


| Labels 


Steel Lockers 


lockers, air-lite, duplex, and other styles of lockers. 


ee a Rs wee. 


YOURS FOR THE ASKING 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


C-2 


W. A. Charnstrom Co., 422 South Seventh St., Minneapolis 15. A pam- 
phlet depicts the advantages of mail bag holders in speeding the handling 
of mail and in lowering handling costs. The holder is made of tubular 
steel equipped with full swivel casters and folds compactly when not in use. 


C-3 


Make Important Savings 
As Eony as 


Sten-C-Labl 
Systems B 


for addresang 
mraltig.e shiprents 


The Digitronics Corp., Albertson, New York. The conversion of data 
from magnetic tape directly to five-hole tape for teletype transmission at 
Merrill, Lynch, Pierce, Fenner & Smith, stock brokerage firm, is featured 
in this brochure. Projected savings in time, space, personnel, and rentals 


C-6 
Office Products Inc., P.O. Box 6677, 26029 W. Eight Mile Rd., Detroit 
40. Products for labeling, filing, and indexing are illustrated and described 


in a colorful 16-page catalog. Label sizes, model numbers, and other speci- 
fications are given. 


C-7 


Penco Div., Alan Wood Steel Co., 200 Brower Ave., Oaks, Pa. Catalog 
6000 illustrates and describes nine styles of steel lockers for use in industry, 
offices, and public institutions. Construction features and dimensional in- 
formation are given for single tier lockers, double tier lockers, multiple tier 
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CLASSIFIED 
ADVERTISING 


Rates: Minimum 20 words $7.00. Each 
additional word 35c. Payable in ad- 
vance. Address replies to all Box Num- 
ber ads c/o OFFICE MANAGEMENT 
and AMERICAN BUSINESS, 212 5th 
Ave., New York 10, N. Y. 


For Sale or to Buy 


WANTED: SPEEDAUMAT MA- 
CHINES, GRAPHOTY PES, NCR #3100 
and #3200, All Burroughs Sensimatics 
and Billers, Pitney-Bowes, Brandts. Give 
model and serial for quotation. William 
Marion Co., Dept. QM., 173 Lafayette 
St., New York 13, N. Y. 


FOR SALE: PRODUCTROL BOARD. 
Model 100-S-200-85P. Provides graphic 
picture of operations. Like new. Griswold 
Company, 25 Broad Street, New York 4, 
nN. Y. 


Positions Wanted 


PERSONNEL, EMPLOYEE RELA- 
TIONS. COLLEGE, Age 37. Experience: 
Counseling, Psychological Testing, Safety, 
In-Service Training, Pre-Paid Medical 
Programs. Western States. OM 358. 


ot sw 
“for every Tae 


\in your family 


YOURS FOR THE ASKIN 


, «aS 


CATALOGS 


Graphic art film C-8 

Gevaert Company of America, 
Inc., 321 W. 54th St., New York 
19. A colorful 12-page booklet de- 
scribes the company’s graphic art 
materials. Entitled ‘Graphic Films”, 
the booklet describes films for line 
and half-tone photography, as well 
as films for continuous-tone repro- 
ductions. The new Multimask film 
is also depicted. 


Binder-punch c-9 


General Binding Corp., 1101 
Skokie Hwy., Northbrook, Ill. An 
illustrated booklet describes the new 
Combo Punch and Binder, a port- 
able plastic binder and punch. 


Printer C-10 


M. E. Harris, Dept. 1824, Haloid 
Xerox Inc., Rochester 3, N. Y. 
The Xerox Copyflo 1824 printer 
and its ability to reduce the cost 
of engineering-drawing reproduc- 
tion is described in a four-page bro- 
chure. The machine produces a 
dry, positive print up to 18 x 24 
inches from a microfilm data card. 


BOOKLETS 


MICR C-14 


The “Question and Answer Book 
About Magnetic Ink Printing,” 
was published on behalf of 
the banking industry to better 
acquaint the public with the 
reasons behind the new method of 
processing bank checks and docu- 
ments. The booklet explains that 
banks “like any institution perform- 
ing an important function . . . must 
give you the best possible service 
in the quickest way possible, at the 
most economical cost.” Pertinent 
questions such as “Why is speed 
necessary in check handling,” and 
“What problems will come up in 
check design,” evoke equally im- 
portant answers for the person who 
wants a firm grasp of the basic 
MICR principles. Product Informa- 
tion Dept., Moore Business Forms, 
Inc., Niagara Falls, N. Y. 


STORE and 
FIND RECORDS 


Fava’ Ae q 


...- with NEW Spring-Lock Closures 


Letter and Legal sizes provide 
full 24 inches of storage. Corrugated 
fibre-board strengthened by flat channel 
steel overlap top—keeps out dust, permits 
flat stacking. One piece, automatic locking 
bottom. Convenient pull handle, front index 
panel. Attractive, convenient, economical. 


Send for FREE Manual of Record Storage 
Practice; complete products catalog. 


* Clip ad to your letterhead and mail to: Dept. OM-12 


“~ BANKERS BOX COMPANY 


Record Storage Specialists Since 1918 


% e 2607 N. 25th Ave., Franklin Park, 1. ‘ 
IDS 


(Circle No. 6 on Reader Inquiry Card) 


ANSWER YOUR CHRISTMAS 
SEAL LETTER TODAY 
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Key - Page Key Page Key ‘ Page 
. 19 Eastman Kodak Co., Business 
1 Acco Products Div. of Natser Photo Methods Div., Verifax 27 — Office Sa gama and Amer- 
GE Sivas chateGed Ceeoe 6.04 63 Agency—J. Walter Thompson Co. fcam Business ...........;- 18 
Agency—Geer, DuBois & Co., Inc. : 


20 Eaton Carbon & Ribbon Mfg. 
2 Acme Visible Records, Inc... 46 fe A re 30 P 
Agency—Cargill, Wilson & Acree, Agency—Reiter-Ross, Inc. SG Pincy-Bowes, lac. ........- 61 
Bi ane. 21 Edison Voicewriter ........ 17 Agency—L. E. McGivena & Co., 
‘ 2 BOE, Di access yseeeees 67 Agency—J. Walter Thompson Inc. 
Agency—Sutner—OGice 22 Eureka Specialty Printing Co. 31 / 
4 Addressograph-Multigraph Corp. Agency—Kretschmer, Kellow & R 
Agency—The Griswold-Eshleman Dinner, Inc. ! —— 
Co. *37 Recordak Corp. ; 
23 Ever Ready Label Corp...... 6 7 
— American Cancer Society.... 76 Agency—The Caples Co. ‘ae y Water Thcsupenin Ps 4 
— American Telephone & Tele- 
j Business Equip- F Remington Rand Div. of 
I — (Rr 3 


38 Office Machines Div......... 
Ee area 
5S Anelex 2am. ree es, 7 48 Agency—Richard N. Meltzer 39 Typewriter Div. ....... 4th Cover 
i Agency—Richard Thorndike Adv., Inc. Agency—Gardner Advertising Co., 
: Agency Inc. y : 
‘s G Remington Rand Systems Div. 
us B 25 Globe-Wernicke Co., The.... 43 <a ee oe 
be é Gee ti 81 Agency-~—Strauchen & McKim Adv. Ge MS Si saws h ccdasawun ene 49 
| Agency—Frank C ieeeht ae 26 Graphic Systems ........... 80 Se BE civic dacaeesncs 35 
Advertising, Inc. Agency—Caswell Adv. Agency 42 Photo Records Dept... . .19, 20,21 
7 Barkley & Co., C. L.... ; 80 Agency—Gardner Ady. Co., Inc. 
Agency—Frank C. Jacobi H 43 Royal McBee Corp., Data 
Ng Advertising, Inc. ow Gann & = 9 Processing Div. By age ‘ 12 
; erox Inc........... yee oche e. 
: 8 ae “tiaee fie ge 75 eee seaenias Adv. Co., ~*~ Inc. 
| ° - ame BBUGEG BU ccc cece sesscese 
; @ Beach Publishing Co........ 78 44 Royal McBee Corp., Roytype 28 
i Agency—Francis Advertising Agency—Young & Rubicam, Inc. 
Agency K 45 Repel beg Co., Div. of ” 
_ Bell Telephone System ercece 3 28 Kano Laboratories ...... 78 Roya cBee Orp..... oteue 
Agency—N. W. Ayer & Son, Inc. Agency—Bachrodt, Newell Agency—Young & Rubicam, Inc. 
10 Bruning Co., Inc., Charles... 29 O’Kane & Gano, Inc. 
a a ge W. Kastor & Sons s 
. Adv. Co., Inc. 
ee ‘ — Shaw-Walker Co. ........... 68 . 
Agency—J. Walter Thompson Co. 
c 29 Lee Products ia dit a eae 26 46 Smith-Corona Div. of Smith- 
43 Cntr Com. 78 Agency—Gibson-Erlander, Inc. Corona Marchant, Inc... 2nd Cover ‘ 


Be cag eee Agency—Cunningham & Walsh, 
Inc. 


ee 


47 
Agency—Smith, Hagel & Knudsen, 


: RS Cig Win cccciss ances 16 se pers Looe aa oo 7 

Agency—E. M. Freystadt Agency—Stern, Walters & 

by Associates, Inc. Simmons, Inc. T 

{ 14 Cramer Posture Chair Co. Inc. 77 21 McGraw-Edison Co., Voice- 47 Talk-A-Phone Co. .......... 79 

4 Een. Fox & Reshkin dirs 6 4443540504 17 Agency—R. N. Johnson Adv. 
gency, Inc. 


Agency—J. Walter Thompson Co. 


48 Teletype Corp. ........... 52, 53 
32 Minnesota Mining & Mfg. Co., Agency—Marsteller, Rickard, 
D ye see Tape _— ses 10 Gebhardt & Reed, Inc. 
Agency—Batten, Barton, Durstine 
15 Dartnell Corp., The......... 57 & Osborne, Inc. ee 


Du Pont de Nemours & Co, = “ME renew eeu neeee 


‘ Inc., E. 1, Fabrics Div... 74 oer ey v 
i Agency—Batten, Barton, Durstine 
& Osborn, Inc. SOQ Visirecord, Inc. ............ 8 
N Agency—McClellan Advertising, 
E National Cash Register Co. ~_. 
e 
18 Eastern Fine Paper & Pulp Div. 
of Standard Packaging Corp. 47 34 Accounting Machines ....... 25 w i 
‘ Agency—Smith, Hagel ak Knudsen, SS NER Pepe ........ tt eeeees 41 51 Yawman & Erbe Mfg. Co.,Inc. 73 is 
Inc. . Agency—McCann-Erickson, Inc. Agency—The Rumrill Co., Inc. i 
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The new Royal Electric is one of the most electric machines in business. You may be 
close to buying it. But before you make your decision, please do yourself, your secre- 
tary, and your company this service: see all the makes of electric typewriters. Check 
them for automation features, for touch, for printwork, for any other quality you 
wish. Only in this way can you really know the worth of the choice you will make. 
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Editorial 


THE COLD, GRAY DAWN OF NOVEMBER 9 


WHEN THE cold, gray dawn of November 9 broke over New York 
City, the grim faces at the corporate fortress of Remington Rand 
Univac and International Business Machines were matched only by 
the grim faces at Republican headquarters. A sort of weary jubila- 
tion prevailed, meanwhile, at Radio Corporation of America’s bas- 
tion in Rockefeller Center and at Hyannis Port, Mass. 


Election night was over. A new President had been selected in one 
of the closest contests in the nation’s history. Truce had been 
declared in a fierce competition among computer manufacturers. 3 


The story of the see-saw race between Vice President Nixon and 
Senator Kennedy—and its ultimate result—is well known by now. 
But the role of the computers in the election bears further reflection. 
Here, then, is an election-night chronology: 


7:04 p.m. (EST) —Univac, on the basis of .3 per cent of the 
national vote, predicted that Mr. Nixon would win with at least 275 
electoral votes to Mr. Kennedy's 103, and called 159 electoral votes 
undecided. Univac fixed its odds at 10:1 in the Vice President’s favor. 


7:27 p.m.—The IBM 7090 made its first prediction on the basis of 
1 per cent of the returns. It forecast that Mr. Nixon would win as 
many as 469 electoral votes. 


8:00—Univac changed its transistorized mind after 2.3 per cent of ; 
the returns were in and awarded 216 electoral votes to Mr. Kennedy, rf 
188 to Mr. Nixon, with 133 doubtful. It put the odds on a Kennedy 
win at 7:5. 


8:02 p.m.—RCA officials had promised that their 501 computer 
- would make a prediction by this time, but everything was officially 
silent at the Wall Street service center. ’ 
8:12 p.m.—The IBM 7090 also changed its mind and predicted 
that Mr. Kennedy would capture 51 per cent of the popular votes 
and 297 electoral votes. This forecast was based on 4 per cent of the , 
total vote. 


8:22 p.m.—The silence was broken on Wall Street, and the 501 
predicted that Mr. Kennedy would have 51.1 per cent of the popular 


* vote and put the odds on his election at 6.3:1. At 8:32 the Kennedy 
odds dropped to 3:1, but at 9:20 they rose to 15:1, and by midnight 
‘ they zoomed to 333:1, the highest the computer could give. 


9:45 p.m.—Leonard Hall, Mr. Nixon’s campaign manager, summed 
up the opinion of computers held in some political quarters: “I think 
% we should put all these electronic machines in the junk pile so far Ne 
— as elections are concerned.” 3 


What moral can be drawn from this election-night drama? The 
answer, obviously, is that computers are no better than the men who 
use them. Man is still the master and the machine, a blind’y obedient 
slave. Computers cannot compute accurately unless they have 
sufficient and reliable data. This time, in a highly competitive situ- 
ation, they were required to give answers on the basis of too little 
evidence. Computers, no more than humans, can come to the right 
conclusion with the wrong facts. CA. 
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CONTROL AT 


James D. Short, Supervisor of Tabulating, American President Lines 


“We did away with 300,000 postings!” 


THE SETTING: American President Lines oper- After a ship has sailed, more incoming data is 
ates 30 cargoliners and 5 passenger liners. To carded and radioed to sea. After a 120-day 
make up voyage revenue and budget reports, the —_ cruise, a budget report is run off, summarizing 


company collects and sifts mountains of data the vessel’s performance—estimated vs. actual. 
from scattered ports all over the world. A final budget report compiled in 10 days, as 
I 8 ) 

Reservations from 18 offices, 30 principal against 8 man-months, is the basis of manage- 
agents and thousands of travel agencies funnel ™ent decisions on cargo matters, revenue vol- 
into San Francisco headquarters every 24 hours. ume, receipts and expenses, equipment needs, etc. 
Facts in foreign weights, measures and cur- The system speed-up resulted largely from elimi- 
rencies are converted to U. S. equivalents. sum- nating 300,000 tedious manual postings a year— 
marized, and printed. The system also produces 4 Crucial operating gain. The Moore forms in 
many other important reports. the system are the Line’s control in print. 


THE SYSTEM: Data received is put on punched THE COUNSELORS: “We appreciate the system 
cards. An electronic accounting machine proc- —_ control and the help in forms.design which the 
esses the cards, converting to U. S. standards, | Moore man gave us, ’ says James). Short, Super- 
and prints the information on a daily summary visor of Tabulating. For more &gtails on how 
sheet, an interim revenue report. This is revised Moore may be able to help with your problems — 
daily as new figures come in and, in its final —nomatter what kind orsize of business— write the 
stage, is the final accounting. nearest Moore office. No obligation, of course. 
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MOORE BUSINESS FORMS, INC. 
Niagara Falls, N. Y. - Denton, Texas 
Emeryville, Calif. - Over 300 offices 
and factories throughout the U. S., 
Canada, Mexico, Cuba, Caribbean 
and Central America. 
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THE NEW REMINGTON ELECTRIC OUTSTYLES, OUTPERFORMS. 
OUTSMARTS AND OUTDATES ANY OTHER ELECTRIC IN THE FIELD 
Breathtaking breakthrough into tomorrow! The new Remington Electric heralds a 
new dawn of typing ease and comfort for secretaries —a new age of impeccable 
correspondence for letter-signing executives, too. Available in 6 soft pastel 


colors, this fine performer speedily moves mountains of paperwork. 
See the new Remington Electric at your local Remington Rand office today! 


Remington. Frand. 
DIVISION OF SPERRY RAND CORPORATION 
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